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About this Document

About this Document

Introduction

The Patient Advocate Tracking System (PATS) is a web-based system used to document, track,
and report patient-related issues. PATS replaces the legacy Patient Representative (Patient Rep)

system.

The Patient Advocate Tracking System User Guide is intended for all users of the PATS
application (see the section entitled What Users Should Read). The guide provides step-by-step
instructions for using PATS.

Chapter Descriptions

The following table outlines how the user guide is organized.

Chapter | Title Provides...
1 PATS Overview An introduction to the PATS.
2 Creating a Report of Contact | Instructions for creating a new Report of Contact
(ROC) (ROC).

3 Editing a Saved ROC Instructions for finding an ROC, adding or
changing information in an existing ROC, and
closing an open ROC.

4 Standard Reports Instructions for creating, viewing, printing, and
saving standard reports.

5 Ad Hoc Reports Instructions for creating a report query, limiting
data by creating filters, and designing the report.

6 Maintenance — Patient Instructions for managing user access to the

Advocates and VPACs system and adding or changing Congressional
(VISN Patient Advocate contacts, hospital locations, comps, and facility
Coordinators) services or sections.
7 Maintenance — National Instructions for NPO users to change information
Program Office (NPO) used throughout the system: issue categories,
issue codes, methods of contact, treatment
statuses, contacting entities, and ROC expiration
days.
Appendix | Informational and Action Sample email for Advocates to send to recipients

A Request Notifications of notifications explaining how to view and
respond to the notification.

Appendix | Ad Hoc Tutorial Tutorial from Ad Hoc UAT for creating a report

B query, creating filters, and designing the report.

05-09-07 PATS User Guide 1.0 vii




About this Document

Chapter | Title

Provides...

Appendix | Ad Hoc Totals
C

Information on how to count Issues when
creating Ad Hoc reports.

What Users Should Read

The table below summarizes the sections that each user group should read.

User Group

Read Chapters/Sections

Patient Advocates

Chapters 1 - 5, Sections 6.1 — 6.4

Site Information Takers

Chapters 1 & 2, Sections 3.1 - 3.5

National Program Office Users

Chapters 1 & 7

VISN Level Advocates

Chapters 1 - 6

Employees (involved in issues)

Chapter 1, Section 3.7.2

Central Office Chapter 4

Naming Conventions

This section describes the naming conventions used in this guide for pages and items in the

Patient Advocate Tracking System (PATYS).
= The first page you see when accessing PATS is the PATS Login page.

A Login Page - Microsoft Internet Explorer
File Edit View Fevorites Tools Help

Qeack - = [ @ O search oy Favorites @) lw

= &-JEd 3

ress | hatpsfivhaisfdevi:7111/PATS login/login_jsp | B Go Links " & Snaglt tr' @ -

U.8. Government Computer Svstem -

U. 8. government systems are intended to be usad by authorized government network users for viewing and
retrieving information only, except as otherwiss explicitly authorized for official business and limited
personal use in d with policy. Inf ion from these systems resides on and transmits through
computer systems and networks funded by the government. All access or use constitutes understanding and
acceptance that there is no reasonable expectation of privacy in the use of Government networks or systems.

The data and documents on this system include Federal records that contain sensitive information protected by
various Federal statutes, including the Privacy Act, 5§ U.S.C. § 552a, and veterans' records confidentiality
statutes such as 38 U.S.C. §§ 3701 and 7332, Access to the data and records is on a need-to-know basis only.

All access or use of this system i user und ding and P of these terms and constittes
unconditional consent to review and action ineluding (but not limited to) monitoring, recording, copying,
anditing, inspecting, investigating, restricting access, blocking, tracking, disclosing to authorized personnel. or

Log on for: Patient Advocate Tracking System (PATS)

Enter access code:

Enter verify code:

® Sort by Station Number * 0 Sort by Station Name *

Institution: [ CHEYENNE VAMC (442) = #

HealtheWetV/ist A

Login

* Parsiztent Cookie Uzed (more information).

viii PATS User Guide 1.0
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About this Document

= After you log onto PATS, the PATS Main page displays.

Reminder :

D To send notifications, you must have a valid email address. Select User Settings on the menu bar to enter your email
LE address

New ROC
Edit ROC
List ROCs
Delete ROC 4
Reopen ROC Pﬂtl«e F”Lt

Maintenance AULVDCERIE
Reports TFﬂCfQLVLQ

@ Employee
(1 Facility Service Section SU stem
(20 1ssue Code

D Patient

(20 Report of Contact

Ad Hoc
% Private Number of Overdue ROCs :

Public

3witcg %i;lisioﬂ Patient Advocate Tracking System (PATS)
Jser ettings Questions, Feedback: National Help Desk 888-596-4357

Log Off

= Each user role that accesses PATS has its own set of options on the PATS Main page.
For example, the PATS Main page for Patient Advocates (above) has different options
than the PATS Main page for the National Program Office (below).

Help
Patient
Advacate

Tracking

Maintenance
System
Reports
D National
Log Off Patient Advocate Tracking System (PATS)
Questions, Feedback: National Help Desk 888-596-4357

05-09-07 PATS User Guide 1.0 iX
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= On the left-hand side of the PATS Main page is the Menu bar. The Menu bar provides
links to navigate through PATS.

Maintenance

Reports

(1 Employee

[ Facility Service Section
[ 1ssue Code

(£ patient

(2 Report of Contact

Switch Division
User Settings

Log Off

= In some parts of the application you will see a box followed by a down arrow
When you click on the down-arrow, a Drop-down list of selectable items displays.

Issue Category: v

Staff Courtesy
Access/Timeliness

One Provider
Decisions/Preferences
Emotional Needs
Coordination of Care
Patient Education
Family Involvement
Physical Comfort
Transitions

Risk Management Complaints
Medical Records Issues
Eligibility Issues
Environmental Issues
Regulation Issues
Requests for Information

Compliments

Other Resources

Additional PATS documentation resources are listed in the table.

For information about... See the...
Completing tasks using PATS PATS Online Help
Installing PATS PATS Installation Guide for EMC Staff

PATS Installation Guide for IRM Staff

Migrating data from Patient Representative | PATS Data Migration Guide
to PATS

Technical details about PATS PATS Systems Management Guide

X PATS User Guide 1.0 05-09-07



Chapter 1 — PATS Overview

Chapter 1 - PATS Overview

The Patient Advocate Tracking System (PATS) is a web-based application with a centralized
database and notification function (email) for tracking patient-related issues. PATS is designed to
work on various operating systems (e.g., Windows 2000, Windows XP, Linux).

PATS enables users to perform the following tasks:

Add a Report of Contact (ROC) which details a Veteran’s issue (compliment or
complaint).

Edit, close, reopen, and delete an ROC.

Send Informational Notifications to communicate an issue to an employee involved
in a Report of Contact and/or the employee’s supervisor.

Send Action Request Notifications, which require a response from the individual
regarding action to be taken or next steps.

Generate site-specific and National reports.
Create ad hoc reports.

Display reports online and save them in a variety of formats (i.e., Word, Excel, PDF
files).

PATS automatically rolls up data to the VISN Support Service Center (VSSC) to provide
additional National reports.

National Program Office and Patient Advocates can add and change (update, activate, and
inactivate) PATS table-reference data (e.g., Hospital Location).

PATS includes online help pages that you can access from the menu or directly from each page
within the application.

05-09-07
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Chapter 1 — PATS Overview

1.1 Logging onto PATS
To log onto PATS:

2.

1. Access the PATS application at the link provided by the Program Implementation Office.

Result: The PATS Login page displays.

Note: The first time you log into PATS, you need to indicate the Institution you want to
access. You can display the Institution drop-down list by Station Number or Station
Name by selecting the appropriate radio button. The next time you log onto PATS, the
Login page will display the Institution you selected.

2 Login Page - Microsoft Internet Explorer EEX
File Edit View Favorites Tools Help w
QBack - O ] @] €h O search Favorites €9 (2~ u & - K 3

Address|  hitp:/jvhalsfdevi:7111/PATS/login/login_jsp ~ BGo Links ¥ @Snaght & @ -

-

U.8. Government Computer System

U. §. government systems are intended to be used by authorized government network users for viewing and
retrieving information only, except as otherwise explicitly authorized for official business and limited
personal use in accordance with policy. Information from these systems resides on and transmits through
computer systems and networks funded by the government. All access or use constitutes understanding and
acceptance that there is no reasonable expectation of privacy in the use of Government networks or systems.

The data and documents on this system include Federal records that contain sensitive information protected by
various Federal statutes, including the Privacy Act, 5 U.S.C. § 552a, and veterans' records confidentiality
statutes such as 38 U.S.C. §§ 5701 and 7332. Access to the data and records is on a need-to-know basis only.

All access or use of this system i user und ding and of these terms and constitutes

unconditional consent to review and action including (but not limited to) monitoring, recording, copying,

2 I 2, investigating, restricting access, blocking, tracking, disclosing to avthorized personnel, or
a O 1} E ] - : '

Log on for: Patient Advocate Tracking System (PATS)

Enter access code:

Enter verify code:

® Sort by Station Number # ) Sort by Station Name *
7 Refresh
F /
HM&W‘]’ 15t/ Tnstitution: | CHEYENNE VAMG (442) ¥ +
=
Login

* Persistent Cookie Used (more information).

If you want to sort the Institution list by Institution number, go to Step 3.

If you want to sort the Institution list by Institution name, select the Sort by Station
Name radio button and click Refresh.

Note: If you enter your access and verify codes and then click the Refresh button, your
access and verify codes are deleted.

3. Enter your VistA access code.

4. Enter your VistA verify code.

PATS User Guide 1.0 05-09-07



Chapter 1 — PATS Overview

1.2

Select the Institution you want to access from the drop-down list.

Note: NPO users will sign on to their local Institution; however, they will have access
to data report for ALL institutions.

Click Login.
Result: The PATS Main page displays.

Setting up an Icon on the Desktop

To set up an icon on your desktop as a shortcut to access PATS:

1.

1.3

Click on the website URL provided by the Program Implementation Office to go to the
PATS Login page.

Right click anywhere on the Login page.

Result: A dialogue box with a list of actions displays.

Select Create Shortcut.

Result: A dialogue box displays with the message that a shortcut will be placed on your
desktop.

Click OK to confirm.

Result: A shortcut displays on the desktop.

Login Page

User Settings

You must enter your email address in order to receive responses to PATS Action Request
Notifications (ARNS). The User Settings page allows you to enter:

Your email address

Set your preference to display summary information for expired ARNs on the PATS
Main page.

Enter your phone number for NPO reports

Generate 508 accessible reports.

05-09-07 PATS User Guide 1.0



Chapter 1 — PATS Overview

You can change these settings at any time by clicking User Settings on the Menu bar.

To set/change your settings:

1. Onthe PATS Main page, click User Settings.
Result: The User Settings page displays.
2. Email Address: Click the Enter Default button for the system to automatically enter
your VA address or enter it manually.
User Settings
Email Address: | PATSPATIENTADVOCATE @va gov
Display Expired Action Request Notifications on Main Page
Contact Phone Number: |555-555-5555
[ ] Generate 508c Accessible Reports
3. Display Expired Action Request Notifications on Main Page (optional):
Select/deselect the checkbox to display/not display summary information for expired
ARNSs on the PATS Main page.
4. Contact Phone Number (optional): Enter your area code and phone number. The
contact number will display on National reports. You can enter multiple phone numbers.
This field is a text box, so you can enter extension information or other relevant text.
5. Generate 508c Accessible Reports (optional): If you check this box, all standard reports
will be generated specifically for screen readers (508 compliant).
6. Click Save.
1.4 Timing Out
PATS Application

For security reasons, the PATS application times out after 20 minutes of inactivity. If you are
working in PATS and plan to be away from your computer for any length of time, be sure to save
your work. Otherwise, you will have to re-enter any unsaved data.

PATS User Guide 1.0 05-09-07
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If you enter any data after the application has timed out, you will get a Suspended due to
inactivity error message. In that case, close the browser and then log onto PATS again.

Suspended due to inactivity.

For security reasons, the PATS application times out after 20 minutes of inactivity.
You will need to re-enter any unsaved data.

Contact the support desk if you require further assistance.

Ad Hoc Reporting

The time out feature works differently for Ad hoc reports. Ad hoc reporting uses software from the
Business Objects Corporation called Weblntelligence. The Ad hoc reporting tool appears to be part
of PATS, but is actually a separate application. It is possible that the PATS application may time
out while you are working on an Ad hoc report. If this happens, when you finish the Ad hoc report
and click on another link in the PATS application, you will see the PATS timeout message shown
above. You will have to close the browser and then log onto PATS again.

Also, because it is a different application, if you are inactive for 20 minutes in the Ad hoc tool,
you will see a different error message from the normal PATS timeout message.

Web Intelligence %

1 Invalid session. Close your browser and log
~ into InfoView again. (Error: WIH 00013)

Disregard the part of the message that says “Close your browser and log into InfoView again.” In
most cases, you can select the Private link on the menu bar. Otherwise, you may have to log back
onto PATS in order to use any of the PATS options, including Ad hoc reporting.

Because Ad hoc reporting is more time consuming than other parts of the PATS application, it is
especially important to save your work often. That way, if you time out, you won’t lose any
work.

05-09-07 PATS User Guide 1.0 5



Chapter 1 — PATS Overview

1.5 Using the Calendar Icons

Calendar icons provide a shortcut for entering a date or date ranges. When searching for an ROC
by date range, a “From” date is required.

To use the Calendar icons to enter a date;

1.

1.6

Click the Calendar icon.
Click < or > as needed to select a month and year.
Click the day of the month.

If you have a range of dates: Repeat steps 1 — 3 for the “To date.”

Note: If the calendar does not display when you click the icon, minimize any open
windows to see if the calendar is open. Close the calendar and return to PATS.

Entering Required Fields

Required fields are indicated by a red asterisk (*). You must enter information in that field before
you can continue to the next page, tab, or exit the PATS application. If you forget to enter

required information, an error message displays indicating the data you need to enter.

Log Off

Add Report of Contact - Cover Sheet

There was a problem with your entry.

I |
Cover Sheet Patient | Issue Text | Summary
(*) fields are required
mm/dd
* Date of Contact: 135/22{'206’?&’»’
* Info Taken By: SRCU, PATS v
Contacting Entities is a required field.
* Cmétatﬁ:t.ing [ Patient Method [ phone
TS MRelative Contact: [1Visit
[ Friend Cinternet
[ congressional [Letter
Cvisn [ survey

[ central Office

[Jveterans Service Qrganization

[ Attorney/Legal Guardian/Conservator/Trustee
[]Director's Office

[Jstaff - VAMC

[]other
Congressional
Contact:
Phone/Fax: Name or Description Number

Add

PATS User Guide 1.0
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Chapter 1 — PATS Overview

1.7 Using Online Help

PATS provides online help to assist users to complete tasks. The Online Help page is accessible
by selecting Help from the menu bar. This page includes a table of contents which displays
information by subject. To view subtopics, click the top-level entries. When you are finished,

click the @ at the top right corner to close the page and return to the PATS Main page.

: PATS Help - Microsoft Internet Explorer Qg

Overview

Creating an ROC Patient

Editing an ROC Advocate

osing / Reopening .
anRoC Tracking

Deleting an ROC System
Maintenance

p . . . . .
Standard Reports To use Help, click on a topic to display a list of subtopics;

Ad Hoc Reports click the topic again to close it.
Ad Hoc Reports -

User Settings

Switch Division

When you’re in the application and have a question about how to complete a task or what to

enter in a specific field, click the Help icon at the top right of the page @ .

v
CHEYENNE VAMC (442) ®|

Help information specific to the page you’re on displays.

1.8 Navigation

ONLY use the blue buttons and links on the pages in PATS to move within the application. If
you use the Back or Forward buttons on the browser toolbar, you may get unexpected results.

When you are in the edit mode and change or modify information, the Menu bar is inactivated
(dark blue without an underline). This prevents your moving to another function without saving
the work. Once you save or cancel your changes, you can navigate within PATS by using the
Menu bar.

When the menu is active (bright blue), use the menu options to navigate PATS. When the menu
is inactive (dark blue), use the Cancel button to reactivate the menu bar.

05-09-07 PATS User Guide 1.0
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Chapter 2 — Creating a Report of Contact

Chapter 2 - Creating a Report of Contact

A Report of Contact (ROC) includes describing all the details of a complaint or compliment
reported by a patient or visitor, along with information about the resolution of the issue.

In this Chapter

The table lists the topics covered in this chapter.

Topic Page
2.1 Creating a New ROC 9
2.2 Adding Contact Information 10
2.3 Adding Patient Information 11
2.4 Adding Issue Text 13

2.1 Creating a New ROC

Creating an ROC involves the following tasks:

1. Click New ROC on the PATS menu bar.

2. Add contact information (Cover Sheet page).

3. Add patient information, if applicable (Patient page).

4. Enter a description of the issue (Issue Text page).

5. View summary information for the ROC (Summary page).

6. Save the ROC.

Note: You must complete steps 1-5 before you can save a new ROC.

05-09-07 PATS User Guide 1.0



Chapter 2 — Creating a Report of Contact

2.2 Adding Contact Information

To add contact information:

1. Onthe PATS menu bar, click New ROC.

Result: The Add Report of Contact — Cover Sheet displays.

Add Report of Contact - Cover Sheet
Help
| I |
Cover Sheet Patisnt | Issue Text Summary
(*) fields are required
(mm/dd/yyyy)
* .
Date of Contact: (45005006
* Info Taken By: |EREVAZNES v
* Contacting [T patient Method [phone
Entities:
St [ relative Contact: [JVisit
Log Off .
OFriend [Ointernet
[ Congressional [ Letter
CJvIsSN [ survey
[ central Office
[JVeterans Service Organization
[JAttorney/Legal Guardian/Conservator/Trustee
[Director's Office
[ staff - VAMC
Cother
Congressional
Contact:
Phone/Fax: Name or Description Number
Add

2. Date of Contact (required): Populated with a default date, which is the current date.

Verify that the date of contact is correct; if not, enter the correct date.

Note: You can enter a date in mm/dd/yyyy format or click the calendar icon and select a

date. Future dates are not allowed.

3. Info Taken By (required): Populated with a default value, the name of the person who
logged into the session. Verify the name is correct; if not, select the appropriate name

from the drop-down list.

4. Contacting Entities (required): Click the check boxes to select as many contacts as

appropriate.

5. Method of Contact (optional): Click the check boxes to select as many methods of

contact as appropriate.

10 PATS User Guide 1.0




Chapter 2 — Creating a Report of Contact

Congressional Contact: If you selected Congressional as a Contacting Entity, select a

Congressional Contact from the drop-down list.

Note: You can enter the Congressional Contact now, or when you edit the ROC.

Phone/Fax (for contacting entities):

a. Enter a Name or Description and Number (up to 50 characters each) in the
appropriate boxes and click Add.

b. Verify the information. To change information, click Edit. To delete all the
information, click Delete.

c. You can enter multiple Names or Descriptions (e.g., home phone, cell, fax) and
Numbers (repeat Steps 7a and 7b).

Phone/Fax: Name or Description Number

Name or Description Number

Add

PATSrelative 555-555-5555 m

8. Click the Patient tab to continue adding the ROC.

2.3 Adding Patient Information

The ROC you are creating may or may not involve a patient. If the ROC doesn’t involve a
patient, mark the appropriate Treatment Status (defaults to “no patient associated”). If a patient is

involved, you add the patient name using the Person Service Lookup tool, and then indicate the

treatment status.

Help

Add Report of Contact - Patient Details

I I |
Cover Page I Patient | Issue Text | Summary
Patient Name:  [FSPEYETN
Treatment Status: () guipatient

) Inpatient

O Long Term Care

0 Not Registered al Site
@ No Patient Associated

Patient Advocabe Tracking System (PATS)
Questions, Feedback: National Help Desk B888-595-4357

05-09-07 PATS User Guide 1.0
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Chapter 2 — Creating a Report of Contact

If the ROC does not involve a patient:

1. Treatment Status: Defaults to “No Patient Associated.”
2. Click the Issue Text tab to continue.

If the ROC involves a patient:
1. Patient Name: Click Search.

Result: The Patient Lookup screen displays. Patient Lookup is part of the Person Service

Lookup tool.

Main Patient Search :: Retumn to Previous Page

Help

New ROC A

TR Patient Lookup e
List ROCs

Delete ROC

Reopen ROC | | LimiePatione setecton By: (GG e I N D
Maintenance

Reports »>- Select Patient: ‘PATSpatient, One | m
Ad Hoc

Switch Division

User Settings

Log Off

2. Limit Patient Selection by: You can search for the patient by name or by using filters:
inpatient provider, ward, clinic.

Note: For more information about using the Person Service Lookup tool, review the PSL
IR4 User Manual (Web-based) in the Project Artifacts section at the following site:
http://vista.med.va.gov/CommonServices/PSL.htm.

Select Patient: Enter the Patient name in ‘Last, First middle’ format in upper or lower
case.

Result: The Patient Lookup Status Notification box displays (several boxes may display).

Patient Lookup Status Notification

PATSPATIENT,ONE Sensitive

*#+*WARNING - RESTRICTED RECORD***

This record is protected by the Privacy Act of 1974 and the Health
Insurance Portability and Accountability Act of 1996. If you elect
to proceed, you will be required to prove you have a need to know.
Accessing this patient is tracked, and your station Security Officer
will contact you for your justification.
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3. Click Continue.

Result: The Patient Details page displays with Patient demographics.

Note: If you click Cancel, you must choose another patient.

To handle Status Notification dialogue boxes, refer to the PSL IR4 User Manual (Web-

based), section on Acknowledging Status Notifications.

4. Treatment Status: Select the appropriate treatment status.

5. Click the Issue Text tab to continue.

2.4 Adding Issue Text

You can enter up to 4,000 characters (including spaces) to explain a problem, issue, comment, or

compliment. Input is limited to letters, numbers, and punctuation characters.

To add issue text:

1. Click the Issue Text tab.
Result: The Issue Text page displays.

2. Briefly Describe the Issue: Briefly describe the problem, issue, comment, or

compliment (4,000 characters including spaces).

Note: The system does not accept HTML commands. If you enter “<” followed by “>”
(i.e., < any text >), the text appears to contain HTML. Delete brackets < and >.

Log Off

Add Report of Contact - Issue

Cancel

Cover Pay je |

Patient

(*) fields are required

* Briefly Describe the Issue:

Issue Text

Summary

Patient was allergic to the cleaning solution that was used and became very ill while waiting for the doctor.
The patient was overcome and had to be taken to Emergency.

Patient Advocate Tracking System (PATS)
Questions, Feedback: National Help Desk 888-596-4357

3. Click the Summary tab and review the information.

05-09-07
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Add Report of Contact - Summary
Help
| I |
Cover Page | Patient | Issue Text Summary
Date of Contact: 05/22/2006
Information Taken By: spcu, PATS
Contact Phone/Fax: Name or Description Number
PATSrelative 555-555-5555
Loq Off Contacting Entities: Relative Methods of Contact: p, .

Congressional Contact: NONE

Patient: PATSPATIENT, ONE Treatment Status: Qutpatient

Issue Description: Patient was allergic to the cleaning solution that was used and became very ill
while waiting for the doctor. The patient was overcome and had to be taken to
Emergency.

Note: The Summary page is the first page that the Save button displays. You must enter
information on the Cover, Patient, and Issue Text pages before you can save an ROC.

4. Click Save.

Result: A dialogue box displays asking if you want to add the Report of Contact.

5. To add the ROC, click OK.

Result: A confirmation page displays with the ROC number and the Date of Contact.

Note: The ROC number is the division number followed by a period, the fiscal year, and 5
digits. For example: 442.200600011.

Main Confirmation: New ROC Added

A new Report of Contact has been added.

Edit ROC ROC Number: 442.200600011
List ROCs Date of Contact: 05/22/2006

Delete ROC
Reopen ROC

: Edit this ROC
Maintenance

Reports

@ Employee

| Eacility Service Section
(3 1ssue Code

D Patient

| Report of Contact

Ad Hoc
Private
Public

% glsm Patient Advocate Tracking System (PATS)
Questions, Feedback: National Help Desk 888-596-4357

Log Off
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6. Click Edit this ROC to send notifications, add other information (issue code, employee
involved), or make changes to the ROC you just created. (See Chapter 3, Editing a
Saved ROC.)

OR

Click an available option on the menu bar.
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Chapter 3 - Editing a Saved ROC

A Report of Contact (ROC) includes describing all the details of a complaint or compliment
reported by a patient or visitor, along with information about the resolution of the issue. After you
create and save an ROC, you can:

1. Change Information

= Contact information
= Patient information
= |ssue text

2. Update Issue Details

= Add, Change, and Remove Issue Codes

= Add, Change, and Remove Facility Service or Section, Employee Involved, and
Hospital Location associated with an Issue Code

3. Send/View Notifications

= Send an Informational Notification (IN) or Action Request Notification (ARN)
= View an Informational or Action Request Notification

= Respond to an ARN

= Modify an ARN

4, Resolve Issues

= Add resolution information: copy ARN thread to the Resolution Text box, enter
Resolution text, select a comp, if applicable

= Close an ROC

In this Chapter

The table lists the topics covered in this chapter.

Topic Page
3.1 Finding an ROC 18
3.2 Listing an ROC 21
3.3 Updating Contact Information 22
3.4 Changing Patient Information 23
25
3.5 Changing Issue Text
3.6 Sending Informational Notifications 25
3.7 Sending Action Request Notifications 28
3.8 Adding, Changing, Removing Issue Codes 35
3.9 Adding and Removing an Employee from an Existing Issue 38
3.10 Closing an ROC 40
3.11 Reopening a Closed ROC 42
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Editing a Saved ROC

| 3.12 Deleting an ROC

43

3.1 Finding an ROC

To add or change information in an ROC, the first step is to locate the ROC in the PATS
database. One way to select a ROC for editing is by using the Edit ROC option from the main
menu. From Edit ROC, you can search by:

Patient name

Date range
Employee involved
Information taker

ROC number

Note: See Section 3.2 to find an ROC by listing your open ROCs or all open ROCs.

=

ain

E

New ROC

List ROCs
Delete ROC
Reopen ROC

Maintenance

Reports
[ Employee

[ Eacility Service Section

Find a Report of Contact - Choose a Search Method

From Date : (mm/dd/yyyy) To Date : (mm/dd/yyyy)

(2 1ssue Code

(22 patient

(22 Report of Contact

Ad Hoc By Employee Involved :

%M Last Name: First Name:

Public
Search

Switch Division

User Settings

Log Off
By Information Taker: ERSUNENE] -
ROC Number: 442,

3.1.1 Search by Patient Name

1.

Click Edit ROC on the menu bar.

Click Patient Search.

Limit Patient Search by: You can search for the patient by name or by using filters:

input provider, ward, and clinic.

18
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5.

Select Patient: Enter the patient’s name in ‘Last, First Middle’ format. After
selecting the patient, a list of open ROCs displays for that patient.

Note: For detailed information about using the Person Service Lookup tool, review
the PSL User Manual (Web-based) in the Project Artifacts section at the following
site: http://vista.med.va.gov/CommonServices/PSL.htm.

From the results list, locate the appropriate ROC and click Edit. To display the
details of the ROC, click View.

Add or change information using the procedures in this chapter (sections 3.3 — 3.12).

3.1.2 Search by Date Range

1.

Click Edit ROC on the menu bar.

From Date, To Date: Enter search parameters (“from date” and “to date”) in the
appropriate boxes in mm/dd/yyyy format or use the calendar icons.

Note: You can use the calendar icons to select dates. The “From” date must be
populated. If you leave the “To” date blank, the search will extend through the
current date.

Click Search.

From the results list, locate the appropriate ROC and click Edit. To display the
details of the ROC, click View.

Make your changes using the procedures in this chapter (sections 3.3 — 3.12).

3.1.3 Search by Employee Involved
1. Click Edit ROC on the menu bar.
2. Employee Involved:
Last Name: Enter at least two characters of the employee's last name.
First Name: Enter at least one character of the employee’s first name.
Note: To limit the search results, enter as much of the employee’s name as
possible.
3. Click Search.
4. Click Select to select an employee from the results list.
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5. From the results list, locate the appropriate ROC and click Edit. To review the details
of the ROC, click View.

6. Make your changes using the procedures in this chapter (sections 3.3 — 3.12).
3.1.4 Search by Information Taker

1. Click Edit ROC on the menu bar.

2. Information Taker:

= To search for ROCs related to the default Information Taker (person who logged
into PATYS), click Search.

= To search for ROCs for a different Information Taker, click the drop-down arrow
and select the appropriate individual. Click Search.

3. From the results list, locate the appropriate ROC and click Edit. To display the
details for an ROC, click View.

4. Make your changes using the procedures in this chapter (sections 3.3 — 3.12).

3.1.5 Search by ROC Number

1. Click Edit ROC on the menu bar.

2. ROC Number: Enter the first few digits of the ROC number

Note: The convention for ROC numbers is Division Number.yyyynnnnn. The
Division number is pre-populated. To limit your search results, enter as many digits
as possible.

3. Click Search.

4. From the results list, locate the ROC and click Edit. If the list is long, click View AlL
To display the details for an ROC, click View.

5. Make your changes using the procedures in this chapter (sections 3.3 — 3.12).
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3.2 Listing an ROC

To add or change information in an ROC, the first step is to locate the ROC in the PATS
database. You can also search by:

Your open ROCs (you are the information taker)
All open ROCs (ROC:s for all patient advocates in the Institution)

3.2.1 Search by Your Open ROCs

1. Click List ROCs on the menu bar.

Result: The List of Open Reports of Contact page displays.

% List of Open Reports of Contact - Your Open ROCs
e G Your Open ROCs | All Open ROCs
Edit ROC
Date of
%C ROC Number  Contact Patient Issue Text (First Line) Taken By
Reopen RUC : I h
Vaintenance 442.200600011 05/22/2006 gﬂJTESDATIENT' E'EE%EE:%Z%‘E%Q‘Q;;S e used PATSPA,
Réoc;:‘ts‘o . 442.200600007 04/04/2006 =" A TIENT. 53}?2‘%Eﬁi&gﬁﬁaﬂm did  PAISEA
Facility Service Section i .
g fezus Code IETW #+2.200600002 03/23/2006 PATSPATIENT. E;\rlel szua?tlfr:aﬁnrt%%n‘ér?daﬁasg fobs PAISEA.
D Report of Contact
Ad Hoc
% Private Patient Advocate Tracking System (PATS)
Public Questions, Feedback: National Help Desk 888-596-4357
Switch Division
User Settings
Log Off
2. From the results list, locate the appropriate ROC and click Edit. To display the
details for an ROC, click View.
3. Make your changes using the procedures in this chapter (sections 3.3 — 3.12).
3.2.2 Search by All Open ROCs
1. Click List ROCs on the menu bar.
Result: The List of Open Reports of Contact page displays.
2. Click the All Open ROCs tab.
3. From the results list, locate the appropriate ROC and click Edit. To display the
details for an ROC, click View.
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4. Make your changes using the procedures in this chapter (sections 3.3 — 3.12).

3.3 Updating Contact Information

You can change any contact information on the Cover Sheet of a saved ROC.

ROC Number: 442 200600011 Date of Contact: 05/22/2006 Cancelll Save & Exit I

Patient Name: PATSPATIENT, ONE

(*

Cover Sheet Batiant I Issue Text

I Hotifications l Resolution I

} fields are required

mim/dd
* Date of Contact: EW??{W][’;’;W%

* Info Taken By: SRCU, PATS -

* Contacting [ patient
Entities: [+ Relative

LI Friend

[ Congressional

Clvisn

[l central Office

[Veterans Service Organization
[ attorney/Legal Guardian/Conservator/ Trustee

[Tl Director's Office

[ staff - vamc
[l other
Congressional
Contact:
Phone/Fax: Name or Description Number

PATSrelative

Name or Description

Method [ prone

& Dvisit

[ Internet
[[Letter

[ survey

Contact:

555-555-5555 El

Number

Add

To change contact information:

1. If necessary, find the saved ROC. (How? See page 18.)

2. On the Cover Sheet tab, you can change the following information:

If you want to
change...

Then...

Date of Contact

Highlight the date and enter the new date in the box in
mm/dd/yyyy format. Or, click the calendar icon and select a date.
Future dates are not allowed.

If the ROC number contains 2007 or any prior year:
You can change the Date of Contact within either calendar year
or fiscal year (for ROC 110.200600011, you can change the date
of contact within the calendar year 1/1/2006 — 12/31/2006 or the
fiscal year 10/1/2005 — 9/30/2006).

If the ROC number contains 2008 or any year after:
You can change the Date of Contact only within the fiscal year
(for ROC 110.200800023 dates allowed are between 10/1/2007
—9/30/2008).
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If you want to
change... Then...

Information Taker's| Select a name from the drop-down list.
name

Contacting Entities | Check the appropriate boxes to select or clear as many Contacting
Entities as apply.

Methods of Contact| Check the appropriate boxes to select or clear as many Methods
of Contact as apply.

Congressional Available only if you checked Congressional contacting entity.

Contact
Select the appropriate name from the drop-down list, if applicable.

Phone/Fax Note: To delete the Name/Description and Number, click Delete.

a. Click Edit.

b. Change the description and phone number as needed.

Note: You can enter up to 50 characters, including spaces, for
the description and the phone number.

c. Click Update.

Note: To add another name/phone number, enter the information
and click Add.

3. To continue editing the ROC, click Save and then click another tab.

4. When you’re finished editing this ROC, click Save and Exit.

3.4 Changing Patient Information

There are three options for changing patient information:
= Changing the patient that is attached to the ROC
= Deleting a patient from the ROC
= Automatically updating PATS information on this patient to match the patient’s
information in VistA (such as eligibility status)

3.4.1 Changing the patient attached to this ROC

1. If necessary, find the saved ROC. (How? See page 18.)
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3.4.2

2.

Click the Patient tab.
Click Change.

You can search for the patient by name or by using filters: input provider, ward,
clinic.

Note: For detailed information about using the Person Service Lookup tool, review
the PSL User Manual (Web-based) in the Project Artifacts section at the following
site: http://vista.med.va.gov/CommonServices/PSL.htm.

Locate the patient in the results list and click on the name.

If a Patient Lookup Status Notification displays, press Continue.

Note: If you press Cancel, the results list displays; you can select a new patient.

To continue editing the ROC, click Save and then click another tab.

If you’re finished editing this ROC, click Save and Exit.

Deleting the patient from this ROC

1.

If necessary, find the saved ROC. (How? See page 18.)
Click the Patient tab.

Click Remove.

Change Treatment Status to No Patient Associated.

To continue editing the ROC, click Save and then click another tab.

If you’re finished editing this ROC, click Save and Exit.

3.4.3 Updating the patient information from VistA
This action refreshes all of the patient data in PATS with the current information from the VistA

PATIENT file.
1. If necessary, find the saved ROC. (How? See page 18.)
2. Click the Patient tab.
3. Click Update.
4. To continue editing the ROC, click Save and then click another tab.

If you’re finished editing this ROC, click Save and Exit.

24

PATS User Guide 1.0 05-09-07


http://vista.med.va.gov/CommonServices/PSL.htm

Chapter 3 - Editing a Saved ROC

3.5 Changing Issue Text
To change issue text:

1. If necessary, find the saved ROC. (How? See page 18.)

2. On the Issue Text tab, edit the text as necessary.

Note: You can enter a maximum of 4,000 characters including spaces. The system does

not accept HTML commands. If you enter “<” followed by “>” (i.e., < any text >), the
text appears to contain HTML. Delete brackets < and >.

3. To continue editing the ROC, click Save and then click another tab.
If you’re finished editing this ROC, click Save and Exit.

3.6 Sending Informational Notifications

Once you have saved an ROC, you can send a notification to the employee involved and/or the
employee’s supervisor. The Patient Rep system used VistA mail to send alert notifications to
employees regarding patient complaints. The PATS application uses Outlook to send
notifications.

There are two types of notifications:

= Informational Notification (IN): information only; no action or response from
recipients

= Action Request Notification (ARN): a response is required from the recipient

You can send an informational notification to multiple recipients. Adding a person to receive a

notification is a two step process: first the PATS application verifies the person exists in the local

VistA system, and then PATS verifies that the person has an email address in Exchange (MS
Outlook).

When you send a notification, the recipient receives an email with a link to PATS and the

notification. The recipient must log into PATS to read the notification. When a recipient has read

the notification, PATS automatically logs the date in the ROC.

3.6.1 Adding an Informational Notification

To add an informational notification (no action or response is required):

1. If necessary, find the ROC. (How? See page 18.)

2. Click the Notifications tab.

05-09-07 PATS User Guide 1.0
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off Questions, Feedback: National Help Desk  B88-596-4357

Edit Report of Contact - Notifications

ROC Number: 442200600011 Date of Contact: 05/22/2006 =
I Patient Name: PATSPATIENT, ONE Save & Exit

Cover Page | Patant Issus Text Notifications

Resalutien |

Informational Notifications New

Action Request Notifications

Patient Advocate Tracking System (PATS)

Informational Notifications: Click the New button.

Click Search to be prompted for the names of the recipients you want to send the
notification to.

Last Name: Enter at least two characters of the last name.
First Name: Enter at least one character of the recipient’s first name.

Click Search to find all entries on the VistA NEW PERSON file that match your
lookup criteria.

Note: PATS searches the VistA New Person File.

On the Search Results list, locate the recipient and click Select.

Note: PATS searches the Microsoft Outlook file for the individual.

On the List of possible email matches found, click Select next to the appropriate
name.

Note: If the error message ‘No suitable matches found in Exchange’ displays, the
recipient is not in the Global Address List. This means that an IN can’t be sent to
this person.

Result: The List of Recipients displays with the recipient’s email address.
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i Recipient Search
elp
Last Name:  PATSEMFLOYEE First Name:
t R
Search
Employee Name (last name, first name middie name prefix) Tithe Degree Mail Code
Lol BAY PINES TEST LAB 192
PATIENT SERVICES ASSISTANT 1368
BAY PINES TEST LAB 192
MName Title Office Address Telephone Email
‘ e R o Oakland  Oakland, CA S R
[Easel FATSEMPLOYEE. ONE QIFO 04612 EEE-BEE5E PATSEmgloyes SinGva gov

10. To send the Informational Notification to more than one recipient, repeat steps 5 — 9.

Result: PATS displays a List of Recipients containing the names of each recipient
you have requested to receive the IN.

11. Click the Continue button after building the list of all recipients of the IN.

Result: New Informational Notification page displays.

12. Click the Send button to send the IN to the recipients.

Note: You can remove recipients from the list prior to sending the IN by clicking
Remove next to the recipient’s name. You may also add more names to the list by
clicking Search.

13. To continue editing the ROC, click Save and then click another tab.
If you’re finished editing this ROC, click Save and Exit.

3.6.2 Viewing an Informational Notification

An Informational Notification (IN) is sent to the recipient’s VA email address with a link. The
person must have valid VistA access and verify codes for the site to view informational
notifications.

Note: Since the PATS application uses Outlook rather than VistA to send notifications, you
might want to explain to recipients what to do when they receive a notification. (See Appendix A
for a sample email that you can send to recipients of an Informational Notification.)

To view an informational notification:

1. Click the link in the email message or copy and paste it in the Address bar of your
browser.
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B PATS Notification - Informational - Message (Plain Text) l:_l@lgl
: -3 B 7 U = =GEiE =R

! e EdR Vew nsert Format Jook Actions Help

: i Reply | i Reply to A1 b Forverd | ! A r e nxe-o-aooEAR

From: PATS Netification [PATS_Notfication@0o_Not_Repty.med.va.gov] Sent: Maon 5/22/2006 12:01 PM

To: PATSEMPLOYEE, ONE
e
Subject: PATS Motification - Informaticnal

A Patient Advocate has logged an Inf

on the link again.

Result: The PATS Logon page displays.

2. Log onto PATS by selecting the division indicated in the email message and entering
your Institution access and verify codes.

Result: The View Informational Notification page displays.

View Informational Notification

You have been asked to view this page because a Patient Advocate wants to bring a compliment or complaint to
your attention.

Notification Details

ROC Number : 442.200600011 Date of Contact : 05/22/2006
Notification Sent By : FATSPA, ONE Information Taken By : SRCU, PATS
Redipient : PATSEMPLOYEE, ONE

Date Sent : 05/22/2006 Date Read :

Patient Name : PATSPATIENT, ONE Treatment Status : Qutpatient
SSN : 000685184 Eligibility Status : EMPLOYEE
Contact i Name or Description Number

Phone/Fax : PATSrelative 555-555-5555

Method of Contact: phgne Contacting Entities : Relative

ROC Issue Text : Patient was allergic to the cleaning solution that was used and became very ill while
waiting for the doctor. The patient was overcome and had to be taken to Emergency.

Log off

The PATS application has marked that you have received this Informational Notification.
The Patient Advocate will notify you if further action from you is needed.

Patient Advocate Tracking System (PATS)
Questions, Feedback: National Help Desk 888-596-4357

3. After you view the notification, click Log off.

3.7 Sending Action Request Notifications

Once you have saved a ROC, you can send a notification to the employee involved and/or the
supervisor. The Patient Rep system used VistA mail to send alert notifications to employees
regarding patient complaints. The PATS application uses Outlook to send notifications.

An Action Request Notification (ARN) requires a response from the recipient within 7 days.
Unlike informational notifications, an action request notification can only be sent to one person.

28 PATS User Guide 1.0 05-09-07



Chapter 3 -

Adding a person to receive a notification is a two step process: first PATS verifies the person

Editing a Saved ROC

exists in the local VistA system, and then PATS verifies that the person has an email address in
Exchange (MS Outlook).

When you send a notification, the recipient receives an email with a link. The recipient must log
into PATS to read the notification. When the recipient responds, the Patient Advocate receives an
email that includes a link to PATS.

3.7.1 Sending an Action Request Notification
To add an Action Request Notification (a response is required):

1. If necessary, find the ROC. (How? See page 18.)
2. Click the Notifications tab.
Edit Report of Contact - Notifications
Hel,
N ExxTEn |
Cover Page | Pabent I Issue Text | Notifications | Resolution |
Informational Notifications
Action Request Notifications
Patient Advocate Tracking System (PATS)

Off Questions, Feedhack: National Help Desk BSB-596-4357
3. Action Request Notifications: Click the New button.
4. Click Search to find the recipient you want to send the notification to.

Note: For an ARN, you can only select one recipient per email.
5. Last Name: Enter at least two characters of the last name.

First Name: Enter at least one character of the recipient’s first name, and click

Search.

Note: PATS searches the VistA New Person File.
6. On the Search Results list, locate the recipient and click Select.

Note: PATS searches the Microsoft Outlook file for the individual.
7. On the List of possible email matches found, click Select next to the appropriate

name.
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Note: If the error message ‘No suitable matches found in Exchange’ displays, the
recipient is not in the Global Address List. This means that an ARN can’t be sent
to this person.

Result: The New Action Request Notification page displays.

R New Action Request Notification
ol

Notification Details
-dit RO ROC Number : 442200600011 Date of Contact :  05/22/2006
Notification Sent By : PATSFA, ONE Patient Name : PATSPATIENT, ONE

ROC Issue Text : Patlent was allergic to the cleaning solution that was used and became very il
while waiting for the doctor. The patient was overcome and had to be taken to
Emergency.

(*) fields are required

* Redpient Name : PATsupervisar

Email Address : PATsupenasor One@va.gov
Office : Oakland OIFO (Remate)
Address : | Boise, 1D 83702 Telephone : 555-555-5555

Log Off Mumber of Days to Respond : 7 %

* Add Comment:

I was very upset to leam that a patient had become il due to the deaning solution that your crew
uses, Please let me know how and when you plan to handle this problem

8. Number of Default Days to Respond: You can accept the default of 7 days for the
recipient to respond to the ARN or change the response time (1-6 days) using the
drop-down list.

9. Add Comment: Enter text you want the recipient of the ARN to receive and respond
to.

10. Click Send.

Result: The page that shows the list of current INs and ARNSs for this ROC displays
with a confirmation that the notification in green.

Note: When you click the Send button, ARN comments are saved and the
notification is sent. If you press the Cancel button later when working with this
ROC, that doesn’t change the fact that the notification was sent. Any other changes
on this ROC are discarded.

11. To continue editing the ROC, click Save and then click another tab.
If you’re finished editing this ROC, click Save and Exit.
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3.7.2 Employee Response to an Action Request Notification

When an Action Request Notification (ARN) is sent, the employee receives an email with a link
to PATS and the notification. A response is expected between 1 - 7 days (set by the sender) from
the date the notification was sent.

Note: Since the PATS application uses Outlook rather than VistA to send notifications, you
might want to explain to recipients what to do when they receive a notification. (See Appendix A
for a sample email that you can send to recipients of an Action Request Notification).

To respond to an Action Request Notification, the employee:

1. Clicks the link in the email message.

PATS Hotification - Action Request - Message (Plain Text)

g - EVYENEI e T |

P He EdE Mew Jnset Format Took AChOns Hep

! | Reply | (8 Reply to Al | (2 Forward | ¥ 4 R AR XX XY u?_".l:m!
From; @ PATS Hotification [PATS_Motification@Do_Hot Rephy.med.va.gov] Sent:  Mon 3/22/2006 2:42 FM
To:  PATSSUPERVISOR, ONE

Ce:
Subject: PATS Notification - Action Request

M Patient Advocate has logged an heotion Request Notification.

ng link:

1k¥TinXcwicEMminoJgPl2pVTRIDKETFY2VTadLTx jREL2>

Result: The PATS Logon page displays.

2. Logs onto PATS by selecting the division indicated in the email message and
entering their Institution access and verify codes.

Result: The View Action Request Notification page displays.

View Action Request Notification

A complaint or compliment has been logged by this VA Facility's Patient Advocate as a Report of Contact. The
Patient Advocate has sent you this notification in order to bring this issue Lo your attention.

Notification Details

ROC Number : 442 200600011 Date of Contact : 05/22/2006
Notification Sent By : FATSFA, ONE Information Taken By : SRCU, PATS
Recipient : PATSSUPERVISOR, ONE ARN Status : IPENDING |
Date Sent : 05/22/2006 Expiration Date: 05/30/2006
Patient Name : PATSPATIENT, ONE Treatment Status : Outpatient
55N : 000585184 Ehgibility Status : EMPLOYEE
EE“'“f‘F_ i Name or Description Number

L PATSrelative 555-555-5555
Method of Contact :  phgpe Contacting Entities : Relative

ROC Issue Text : Patient was allerglc to the cleaning solution that was used and became very Il while
walting for the doctor. The patient was overcome and had to be taken to Emergency.

Log off

Additional Comments:

from PATSPA OMNE  on 05/22/2006

1 was very upset to learn that a patient had become ill due to the cleaning solution that your crew uses.
Please let me know how and when you plan to handle this problem.

Add Comment:
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3. Add Comment: Enters a response to the notification.

View Action Request Notification

A complaint or compliment has been logged by this VA Facility's Patient Advocate as a Report of Contact. The
Patient Advocate has sent you this notification in order to bring this issue to your attention.

Additional Comments:

Add Comment:

YWe will look for a more environmentally friendly cleaner immediatety Add

Notification Details

ROC Number : 442 .200600011 Date of Contact : 05/22/2006
Notification Sent By : PATSPA, ONE Information Taken By : SRCU, PATS
Recipient : PATSSUPERVISOR, ONE ARN Status : [PENDING |
Date Sent : 05/22/2006 Expiration Date: 05/30/2006
Patient Name : PATSPATIENT, ONE Treatment Status : Outpatient
SSN : 000685184 Eligibility Status : EMPLOYEE
Contact . Name or Description Number

Phone/Fax : PATSrelative 555-555-5555

Method of Contact: phone Contacting Entities : Relative

ROC Issue Text : Patient was allergic to the cleaning solution that was used and became very ill while
waiting for the doctor. The patient was overcome and had to be taken to Emergency.

Log off

PATSPA, ONE on 05/22/2006 read by PATSSUPERVISOR, ONE on 05/22/06

T was very upset to learn that a patient had become ill due to the cleaning solution that your crew uses.
Please let me know how and when you plan to handle this problem.

4. Clicks Add.

5.

Result: Your comment is added to the Additional Comments section and a message
displays at the top of the page: “The advocate has been notified that a comment has
been added. Your comment is displayed below. You may close the browser.”

After the comments display in the Additional Comments section, the employee
clicks Log off.

3.7.3 Receiving the Response to an Action Request Notification (Patient
Advocate)

When an individual responds to an ARN, the originator receives an email with a link to PATS
and the View Notification page. Depending on the nature of the response, you may want to

respond back.

To receive/respond to an Action Request Notification:

1. Click the link in your email message.
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5.

I PATS Notification - Action Request - Message (Plain Text)

. | ddAssuEs3zirzs)
i Fle Edit View Insert Format Took Actions Help
i JaReply | (-l Reply to Al () Forvard | ] ERATRR AR ERY NG Eﬁ@
From: PATS Notification [PATS_Notification@Do_Not_Reply. med.va.gov] Sent: Mon 5/22/2006 2:42 PM

To: PATSPA, ONE
G
Subject: PATS Notification - Action Request

In Employee has replied to an Action Request Notification.

To read the response or for more information, click the following link:
<http://vhaisfdevi:7007/PATS/jsp/notifications/viewARNAdV. jsp2?gs=z9HdEbBAGGhHICBcHhrmo013iNInUp6BKayLIV1 0BivCBEKUDN>

Result: The PATS Logon page displays.

Log onto PATS using your Institution access and verify codes.

Result: The View Action Request Notification page displays.
Review the response to the ARN.

Add Comment: Enter your response to the notification.

If you want the employee to read the new response, leave the Notify Employee
option selected. Otherwise, de-select the Notify Employee box.

Note: When you de-select the Notify Employee box, the employee is not sent an
email notification. However, the employee can still view your latest comment if the
employee clicks on the email notification link they previously received. Do not enter
sensitive or delicate comments that you do not want the employee to read.

Click Done.

Result: The advocate is brought into the ROC in edit mode on the Notifications tab.

3.7.4 Modifying an Action Request Notification

When a Patient Advocate clicks on the link in an ARN response from the recipient or when they
select notifications while editing a ROC, they can modify an existing Action Request Notification
(ARN) for an ROC.

Turn to the next page...
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Help

Edit ROC

Log Off

View Action Request Notification

Number of days to respond : 7 ¥ Apply

know how and when you plan to handle this problem.

from rarssuPERvisoR, onE on 05/22/2006

Add Comment:

Notification Details

ROC Number : 442200600011 Date of Contact : 05/22/2006
Notification Sent By : PATSRA, ONE Information Taken By : SRCU, PATS
Recipient = PATSSUPERVISOR, ONE ARN Status :
Date Sent : 05/22/2006 Expiration Date: 05/30/2006
Patient Name : PATSPATIENT, ONE Treatment Status @ Outpatient
S5N : 000685184 Eligibility Status : EMPLOYEE
C;“'“‘f:' _ Name or Description Number

i PATSrelative 555-555-5555

Method of Contact :  phope Contacting Entities : Relative

ROC Issue Text : Patient was allergic to the cleaning solution that was used and became very Il
while waiting for the doctor. The patient was overcome and had to be taken to Emergency.

from PATSPA, ONE on 05/22/2006 read by PATSSUPERVISOR, ONE on D5/22406
I was very upset to leamn that a patient had become ill due to the cleaning solution that your crew uses. Please let me

We will look for a more environmentally friendly cleaner immediately.

Mark as Complete

[l Notify Employee
Add

To modify an ARN:

1. On the View Action Request Notification page, do any of the following:

If you want to...

Then...

Change the expiration date of the
Action Request Notification

a. Select a different number from the drop-
down list.

b. Click Apply.
Result: The Expiration Date changes.

Add a comment to an Action
Request Notification

a. Enter the comment in the box.
b. Click Add.

Close the Action Request and flag
it as completed.

Click Mark as Complete.
Result: ARN Status is Complete.

Note: This affects only the displayed Action
Request. See the instructions for closing an
open ROC.

Notify an employee that a
comment has been added to a
notification.

Note: Depending on your user role, this
option may not be available to you.

Click Notify Employee to send an email to
the employee with additional comments.

2. Click Done.

Result: If a new comment was added and the Notify Employee box is checked, a new

mail message is sent to the recipient.
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Note: When you de-select the Notify Employee box, the employee is not sent an

email notification. However, the employee can still view your latest comment if the
employee clicks on the email notification link they previously received Do not enter

sensitive or delicate comments that you do not want the employee to read.

3.8 Adding, Changing, Removing Issue Codes

You can add, change, and remove issue codes for a ROC, along with the associated Facility
Service or Section, Employee Involved, and Hospital Location.

3.8.1 Adding Issue Codes and Associated Information

To add an issue code:

1. If necessary, find the saved ROC. (How? See page 18.)
2. Click the Resolution tab.

3. Click the New Issue button.
Result: The Edit Report of Contact — ROC Issue Details screen displays.

4. Tssue Code: If you know the issue code, enter the 4-character code.

Result: When you move to the next field, the issue description displays.

Edit Report of Contact - ROC Issue Details

(*) fields are required

* Issue Code: EVO3 Issue Category:

Cleanliness/Temperature €

Concerns _
Enter an. Issue Code

Choose an Issue Category

Log Off
Hospital Location: * Fadility Service or Section:
v v
Add Employee Involved

Patient Advocate Tracking System (PATS)
Questions, Feedback: National Help Desk 888-596-4357

5. TIssue Category: If you don’t know the issue code,

a. Select the appropriate category from the Issue Category drop-down list.
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Result: A list of available issue codes displays.
b. Select an issue code from the list (for a definition of the code, click View).

Result: The issue code and description displays in the Issue code box.

‘ Edit Report of Contact - ROC Issue Details
Help
(*) fields are required
)
I .
* Issue Code: |EV03 Issue Category: |Environmental Issues b
Cleanliness/Temperature € * Jssue
Concerns _ , _ Code Issue Code Name Definition
Enter an lssue Code c laints C .
- omplaints Loncerning
oF O EVO1 Canteen View
Cafeteria/Store/Vending Areas
Choose an Issue Category | - . Lo n
e ,'“ e o “_'q, of SR o Evoz Difficulty Finding Parking View
Issue Codes )
® EV03 E\oenacré\r\ﬂsssﬁemperature View
—
Log Off
Hospital Location: * Fadility Service or Section:
v -
Add Employee Involved
Add Cancel

Patient Advocate Tracking System (PATS)
Questions, Feedback: National Help Desk 888-596-4357

Hospital Location (optional): Select a Hospital Location from the drop-down list.

Facility Service or Section (required): Select a Facility Service or Section from the
drop-down list.

Add Employee Involved (optional): Click Add Employee Involved to add an
employee to the ROC. (How? See page 38.).

Click Add.

Result: The Edit Report of Contact — Resolution page displays. Issue Code
information displays in the ROC Issue Details field.

Edit Report of Contact - Resolution

ROC Number: 442.200600011 Date of Contact: 05/22/2006 -
Patient Name: PATSPATIENT, ONE Save J Cancel § Save & Exit

Cover Page Patient Issue Text Notifications Resolution

(*) fields are required for closing

* ROC Issue Details:
Issue Code Location Fadility Service or Section Employee Involved

EV03 ACUTE REHAB
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10. If you’re finished editing this ROC, click Save and Exit.

11. To continue editing the ROC, click Save.

= To add another issue detail, follow Steps 3 — 9.
= To edit other information, click the appropriate tab.

3.8.2 Changing Issue Codes

To change an issue code:

1.

If necessary, find the saved ROC. (How? See page 18.)
Click the Resolution tab.

Find the applicable issue code in the ROC Issue Detail section and click Edit.
Result: The Edit Report of Contact — ROC Issue Details displays.

Issue Code: If you know the new issue code, highlight the current code in the box
and enter the new code over it.

Result: When you move to another field, the issue description displays.

Issue Category: If you don’t know the new issue code,

a. Select the appropriate category from the Issue Category drop-down list.
Result: A list of available issue codes displays.
b. Select an issue code from the list (for more details, click View).

Result: The issue code and description displays in the Issue code box.

Click OK.

Result: The Edit Report of Contact screen displays with the revised ROC Issue
details.

To continue editing the ROC, click Save and then click another tab.

If you’re finished editing this ROC, click Save and Exit.

3.8.3 Removing Issue Codes

To remove an issue code:

1.

2.

If necessary, find the saved ROC. (How? See page 18.)

Click the Resolution tab.
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PATS User Guide 1.0

37



Chapter 3 - Editing a Saved ROC

3. Find the Issue Code you want to delete and click Remove.

Result: The ROC Issue Details are deleted.

4. To continue editing the ROC, click Save and then click another tab.
If you’re finished editing this ROC, click Save and Exit.

3.9 Adding and Removing an Employee from an Existing Issue

If a specific employee is involved in an issue, you can add (or remove) the employee’s name in
PATS.

3.9.1 Adding an Employee Involved

To add an employee involved:

1. If necessary, find the saved ROC. (How? See page 18.)

2. Click the Resolution tab.

Edit Report of Contact - Resolution

ROC Number: 442.200600011 Date of Contact: 05/22/2006 -
Patient Name: PATSPATIENT, ONE Save & Exit

Cover Page Eatient Issue Text Motifieations Resolution

(*) fields are required for closing

* ROC Issue Details:
Issue Code Location Fadlity Service or Section Employee Involved

EV03 ACUTE REHAB

3. Select an issue (there may be more than one issue listed) and click Edit.
4. Click Add Employee Involved.

5. Enter at least 2 characters of the employee's last name and first name.

Note: To narrow your search, enter the entire last name and at least two letters of
the first name.

6. Click Search.
Result: A list of Search Results displays.

7. Locate the employee’'s name in the list and click Select.
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Result: The Employee Involved list displays.

Note: To add another employee, repeat Steps 5-7. (When you enter information in

the Search box, the previous employee’s name remains in the list.)

8. Click Continue.

9. Click OK.

Result: The employee’s name is added to the ROC Issue Details section.

Edit Report of Contact - Resolution

ROC Number: 442.200600011 Date of Contact: 05/22/2006 =
Patient Name: PATSPATIENT, ONE Save & Exit

Cover Page Patient Issue Text MNotifications Resolution

(*) fields are required for closing

* ROC Issue Details:
Issue Code Location Fadility Service or Section Employee Involved

m Remove JEY0K ACUTE REHAB PATSEMPLOYEE, ONE
MNew Issue

10. To continue editing the ROC, click Save and then click another tab.
If you’re finished editing this ROC, click Save and Exit.

3.9.2 Removing an Employee Involved
To remove an employee involved:

One employee involved in an issue:

1. If necessary, find the saved ROC. (How? See page 18.)
2. Click the Resolution tab.

3. Find the issue that involves the employee you want to remove and click Edit.

Note: If you click Remove instead of Edit, you remove the entire Issue Code rather

than just the employee involved.

4. In the Employee Involved List, click Remove next to the appropriate employee’s
name.

5. Click OK.

6. To continue editing the ROC, click Save and then click another tab.
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If you’re finished editing this ROC, click Save and Exit.

More than one employee involved in an issue:

1.

If necessary, find the saved ROC. (How? See page 18.)

Click the Resolution tab.

Find the issue that involves the employee you want to remove and click Remove.
Click OK.

To continue editing the ROC, click Save and then click another tab.

If you’re finished editing this ROC, click Save and Exit.

3.10 Closing an ROC

Prior to closing an ROC, you need to assign at least one issue code to the report and select a
facility service or section. When closing an ROC you are required to enter a closing date. You
can also automatically copy comments from Action Requests Notifications (ARNS) and save
them with the ROC.

To enter the resolution information and close the ROC:

1. Find the ROC to close (How? See page 18.)

2. Click the Resolution tab.

3. If you’ve entered an Issue code for the ROC, go to Step 4.

If you haven’t added an Issue code:

a.

b.

Click New Issue to add an issue code. (How? See page 35.)

Facility Service or Section (required): Select a facility service or section from the
drop-down list.

Hospital Location (optional): Select a Hospital Location from the drop-down list.
Employee Involved (optional): Enter an Employee Involved. (How? See page 38.)

Click Add.
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4. Describe the Resolution: Enter how the issue was resolved. You can enter up to 8,000
characters (including spaces).

If you want to copy ARN comments into the Resolution text, click the Copy button
next to the ARN.

If you have boilerplate resolution text associated with an Issue Code, you will see a
Copy button next to the Issue. Press the button to copy the boilerplate resolution text
into the Resolution text for this ROC.

Note: The system does not accept HTML commands. If you enter “<” followed by “>”
(i.e., < any text >), the text appears to contain HTML. Delete brackets < and >.

A

Any ARN comments associated with the ROC that you don’t copy to the
description box will be permanently deleted from PATS when you close the
ROC.

Completed Action Request Notifications:
Select the notification from which to copy comments to the Resolution

Comments Date Created Sender Recipient Status Expiration Date
05/22/2006 PATSPA ONE  PATSSUPERVISOR, ONE Pending  05/30/2006

* Describe the Resolution:

*** Start of Response *** A
From PATSPA ONE  on 05/22/2006 Read By PATSSUPERVIEOR, ONE  on 05/22/2006

T was very upset to learn that a patient had become ill due to the deaning solution that your crew uses.
Please let me know how and when you plan to handle this problem.

*** Fnd of Response ***

*#% Start of Response ***

From PATSSUPER, OME on 05/22/2006 Read By PATSPA OME  on 05/22/2006

We will look tor a more environmentally friendly cleaner immediately.

**% End of Response *** Ao

Comp: 3 [] Clinical Appeal

Date of Closing: (mm/dd/yyyy) |05/26/2006

5. If applicable, select any of the following:

a.

Select a Comp from the drop-down list.

b. To setan internal appeal flag for the ROC, click the Clinical Appeal button.

6. Date of Closing: Enter the date in mm/dd/yyyy format or use the calendar icon (How?
See page 5).

Note: To automatically enter today's date and close the ROC, click Close ROC.
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7.

Click Close ROC.

Result: The Confirmation: ROC Closed screen displays.

Confirmation: ROC Closed
Report of Contact '442.200600011' saved.
Report of Contact has been dosed.

ROC Number: 442.200600011
Date of Contact: 05/22/2006
Patient Name: PATSPATIENT, ONE
Date Closed: 05/26/2006

3.11 Reopening a Closed ROC

The system allows you to reopen a ROC that was previously closed. Any ARNSs associated with a
closed ROC are no longer available. Only ARNSs copied to the Resolution text are available when
you reopen an ROC.

To reopen a closed ROC:

1.

Click Reopen ROC on the menu bar.

Find the ROC to reopen. (How? See page 18.)

Locate the closed ROC on the results list and click Reopen.

Click OK.

Result: ROC is reopened and the Edit Report of Contact — Cover Sheet displays.

Note: If you need more information to identify the correct ROC to reopen, click the View

button to display more details about the ROC.

Edit Report of Contact - Cover Sheet
ROC 442.200600011 has been reopened.

ROC Number: 442.200600011 Date of Contact: 05/22/2006
Patient Name: PATSPATIENT, ONE Save & Exit

Cover Sheet Patient Issue Text Mofificatinns

Resalution

(*) fields are required

(mm/dd/yyyy)

* Date of Contact: 05/22/2006

* Info Taken By: |SRCU, PATS v
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5. You can do the following
a. Edit the ROC information. (How? See the procedures beginning on page 22.)
b. To close the ROC, click the Resolution tab and the Close ROC button.

c. Toreturn to the PATS Main page, click Save & Exit.

3.12 Deleting an ROC

You can delete an ROC. However once you delete an ROC, you can no longer access it.

To delete an ROC:

1. Click Delete ROC on the menu bar.
Result: The Find a Report of Contact page displays.

2. Find the ROC to delete. (How? See page 18.)

3. Locate the ROC on the results list and click Delete.

Note: If you want to view more information about the ROC to confirm it is the correct
one to delete, click the View button to display the ROC.

4. A pop-up window appears asking if you want to delete the ROC.

Warning: Once you delete an ROC, you can’t reopen it.

5. Click OK to confirm. Click Cancel to leave the ROC open.
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Chapter 4 — Standard Reports

Three types of reports capture PATS application data: standard reports (referred to as “application
site” reports in Patient Rep), spreadsheet reports, and ad hoc reports. Reports are only available to
Patient Advocates; Site Information Takers do not have access to this feature. The menu bar on
the PATS Main page has folders that contain the reports. The folders are organized according to
report categories and are in alphabetical order. Spreadsheet reports are included in the applicable
folder and are identified in the report title and description (for example: Spreadsheet — Issue
Count by Division).

Because of differing information needs, Patient Advocates and the National Program Office
(NPO) have access to different reports.

Patient Advocate reports are divided into the following categories:
= Employee
= Facility Service or Section
= |ssue Code
= Patient
* Report of Contact
NPO and Central Office users have access to National Reports.

Note: NPO users will sign on to their local Institution; however, they will have access to reports
of data for ALL institutions.

In this Chapter

The table lists the topics covered in this chapter.

Topic Page
4.1 Understanding Terminology/Conventions 46
4.2 Scheduling Reports 49
4.3 Entering Selection Criteria 50
4.4 Using the Report Toolbar 53
4.5 Exporting Reports to Other Media 54
4.6  Printing Reports 56
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4.1 Understanding Terminology/Conventions

This section explains terminology and conventions used in PATS Reports. A Summary table at
the end of this section has definitions of these important terms.

= The menu bar on the PATS Main page lists folders for the five report categories:
Employee, Facility Service or Section, Issue code, Patient, Report of Contact.

Main
Help

New ROC
Edit ROC
List ROCs
Delete ROC
Reopen ROC

Maintenance

Reports

] Employee

@ Eacility Service Section|
Issue Code

D Patient

i ] Report of Contact

Ad Hoc

Public

Private
Switch Division
User Settings
Log Off

= When you click on a report category (for example, Employee), the Reports Folder

page displays.

Reports Folder - Employee

Title Last Run
Employee Contact Totals Never run

Purpose: Lists ROCs by Employee.

Select Date Range, Division(s), Employees (one or all) and Facility Service or
Section (one or all).

Sorted By: Division, Employee, Facility Service or Section, Date of Contact, ROC Number.
Report Detail: ROC Number, Date of Contact, Patient Name.

Employee Notifications with No Response Never run

User Input:

Lists all Action Request Notifications (ARNs) where the employee has not
responded.

User Input: Select Date Range, Division(s), Employees (cne or all).
Sorted By: Division, Employee, Date of Contact, ROC Number.

ROC Number, Date of Contact, Date ARN Initiated, Expiration Date, Number of
Days Overdue.

Purpose:

Report Detail:

Report by Employee Involved 05/26/2006 11:10:10 CDT
Purpose: Lists ROCs by Employee Involved.
User Input: Select Date Range, Division(s), Employee (one or all).
Sorted By: Division, Employee Involved, Facility Service or Section, ROC Number.

Division Number and Name, Employee Name, Facility Service or Section, ROC
Number, Date of Contact, Patient Name, Issue Text, and Issue Code.

Schedule View Latest Instance

Report Detail:

Instances
0
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The Reports Folder page lists all the reports in that particular category with a

description of the report Purpose, User Input, Sorted By, and Detail Report Items.

When you click Schedule, the Schedule Report page displays.

Schedule Report - Employee Contact Totals

Report Parameters

(*) fields are required

* Select Date Range

Select Month and Calendar Year
& Monthly IMay v |[2006

Select Quarter and Fiscal Year
) Quarterly 03 ~|[2008 v

5 Select Quarter and Fiscal Year
O Semi-Annual 3 anq 03 v (2006 v|

) Fiscal Year IEUUG :I
From (mm/dd/yyyy)

() Selectable

* Division(s) |

CHEYENNE VAMC (442)
|SIDNEY CBOC (442GB)
FORT COLLINS (442GC)
|GREELEY CBOC (442GD)

Employee

Last Name First Name

| [ | Searcn)
Fadility Service or Section \ & ‘
@ Run Now

O Later Time 1 ¥ : 00 v||AM ~| Date (mm/dd/yyyy) |:|
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= Once the scheduled report has run, the Reports Folder page will display a View
Latest Instance button.

Reports Folder - Employee

Title Last Run Instances
Employee Contact Totals 05/31/2006 11:32:29 CDT 1

Purpose: Lists ROCs by Employee.

Select Date Range, Division(s), Employees (one or all) and Facility Service or
Section (one or all).

Sorted By: Division, Employee, Facility Service or Section, Date of Contact, ROC Number.

Report Detail: ROC Number, Date of Contact, Patient Name.

Schedule View Latest Instance

User Input:

Employee Notifications with No Response 05/31/2006 11:32:29 CDT 0
. Lists all Action Request Notifications (ARNs) where the employee has not
Purpose: responded.

User Input: Select Date Range, Division(s), Employees (one or all}).
Sorted By: Division, Employee, Date of Contact, ROC Number.
ROC Number, Date of Contact, Date ARN Initiated, Expiration Date, Number of

Report Detail: Days Overdue.

Report by Employee Involved 05/26/2006 11:10:10 CDT 1

Purpose: Lists ROCs by Employee Involved.
User Input: Select Date Range, Division(s), Employee (one or all).
Sorted By: Division, Employee Involved, Facility Service or Section, ROC Number.

Report Detail: DiVision Number and Name, Employee Name, Facility Service or Section, ROC
p * Number, Date of Contact, Patient Name, Issue Text, and Issue Code.

Schedule View Latest Instance

= Click View Latest Instance to display the last report you scheduled for this
particular report title.

= When you click the Report title or the History button, the Report Details page
displays.

Back to Folder Details

Report Details

Employee Contact Totals

Purpose: Lists ROCs by Employee.

Select Date Range, Division(s), Employees (one or all) and Facility Service or Section (one or
all).

Sorted By: Division, Employee, Facility Service or Section, Date of Contact, ROC Number.

Report Detail: ROC Number, Date of Contact, Patient Name.

Report Instances Refresh

1 | Created | Status | _ NextRunTime |
05/31/2006 11:32:29 CDT SUCCESS

The Report Details page displays the report description and Report Instances—a list
of the last three reports that you have run (scheduled). You can View the report or
Delete it from the list, Schedule a report, or go Back to the Report Folder page.

User Input:
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Summary

The table below summarizes Report terminology/conventions:

Report Category

Patient Advocates Reports: There are five report
categories on the menu bar: Employee, Facility Service or
Section, Issue code, Patient, Report of Contact.

NPO Reports: National

Report Folder page

Lists all the reports in the category with a description of
the report Purpose, User Input, Sorted By, and Detail
Report Items.

Report Instances

A list of the last 6 reports that you have run (scheduled).

History button

Displays the Report Details page which gives the report
description and Report Instances.

Schedule button

Displays the page where you can select report parameters.

View Latest Instance button

Displays the last report you scheduled for a particular
report title.

4.2 Scheduling Reports

The PATS application allows you to schedule just the reports you need when you need them. You
can schedule a report to run immediately or later. If you schedule a report in the future, make a
note to “pick up” the report when it’s ready.

Note: When you add an ROC, the data will not be included on reports until the next day. A
batch job is run every night to refresh the data in the report tables.

To schedule a report to run, you perform the following tasks:

1. Select a report category from the menu bar on the PATS Main page.

= Patient Advocates: Employee, Facility Service or Section, Issue code, Patient, Report

of Contact
= NPO: National

2. Select the report from the list on the Report Folder page.

3. Enter selection criteria: Date Range, Division (one or All), Employee Involved, Facility
Service or Section, Schedule to run now or later (select date and time).

4. If you scheduled the report to run Now: On the Report Details page, click Refresh until

the status reads “Success.”

Note: For reports you schedule to run at a later time, complete this step at the appropriate

date and time.

5. View the report. (Optionally, view the latest instance of the report.)

6. Optional features: Export the report to Acrobat format (PDF), MS Word, MS Excel 97-
2000, MS Excel 97-2000 (data only), Rich text format. You can also print the report.
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4.3 Entering Selection Criteria

Depending on the report you want to run, you can enter selection criteria that controls the data
that is returned. For most reports you select a date range, division(s) covered, and whether to run
the report now or later. This section explains each of the sort options.

The selection criteria you are prompted to enter depends on the report category you choose:
= Date Range

= Division (one or All)

= Employee Involved

= Facility Service or Section

= Patient

=  ROC number

= Information Taker

= Schedule to run now or later (select date and time)

4.3.1 Selecting the Date Range

To schedule a report, you select the dates the report will cover from the drop-down lists
or the Calendar icons. Data is available for reports for the current fiscal year and two
previous fiscal years.

Note: Be sure to select the radio button next to the date range you want to use.

(*) fields are required

* Select Date Range

Select Month and Calendar Year

Select Quarter and Fiscal Year
() Quarterly 03 «||2006 ~

; Select Quarter and Fiscal Year
() Semi-Annual (g5 ang 03 v | 2006 v

() Fiscal Year (2006

From (mm/dd/yyyy) To (mm/dd/yyyy)

(O Selectable

= Monthly: Select the month and calendar year.

= Quarterly: Select the quarter and the fiscal year (October 1 — September 30).
= Semi-Annual: Select the two quarters and the fiscal year.

» Fiscal year: October 1 — September 30.

= Selectable: Use the Calendar icons to select the date range. Though you can select
a calendar that goes back several years (for example, 2002), data is only available
for the current fiscal year and the previous fiscal year.
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4.3.2 Selecting the Division

To schedule a report, you select the division(s) whose data you want to show in the report. If you
have access to multiple divisions within your computing facility, you will see a drop-down list of

divisions.

1.

Use the default to select all divisions to which you have access (INCLUDE ALL).
Scroll down then left-click to select a single division.

To select multiple divisions, select the first division, hold the Ctrl key and left click
to select other divisions; or hold the Shift key and left click to select a range of
divisions.

4.3.3 Selecting the Employee Involved

1.

2.

Enter at least two characters of the Employee’s last name and optionally at least the
first letter of the first name and click Search.

Note: The more characters you enter, the easier it is to locate the employee involved.

Employee

Last Name First Name

PATSEmployee One

Results: The Employee Search Results page displays.

Find the employee in the list and click Select.

4.3.4 Selecting the Facility Service or Section

Select a Facility Service or Section from the drop-down list or leave blank to include ALL.

4.3.5 Selecting the Patient

1. To select a patient, enter one of the following search criteria:

= Patient’s last name, first name
= Patient’s social security number (SSN)
= First character of the patient’s last name following by the last 4 digits of the SSN
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* Patient Search

Last Name First Name
PATSpatient One

or SSN:

or Name SSN:

(First character of last name
followed by last 4 digits of SSN)

Patient Search

2. Click Patient Search.

Result: Patient Search Results page displays a list of patients that meet the search
criteria with the patient name, ICN, SSN, station, date of birth, gender.

3. Find the appropriate patient and click Select.

Result: The patient’s name displays on the Select Report page.

* patient Search

Last Name First Name

PATSPATIENT g ONE]
or SSN:

or Name SSN:

(First character of last name
followed by last 4 digits of SSN)

Patient Search

4.3.6 Selecting the ROC number
Enter the 12-digit ROC Number (to find an ROC number, see page 18).

4.3.7 Scheduling the Report to Run Now or Later

You can schedule a report to run immediately or later. If you schedule a report to run later, you
must indicate the:

= time you want the report to run (hour and minutes, AM or PM)

= date using the calendar icon or in mm/dd/yyyy format

When you schedule a report to run later, you must convert the time you want the
A report to run into Eastern time (because the location of the report server is in

Falling Waters, VA, which is in the Eastern time zone). For example, if you want

the report to run at 8:00 am Pacific Time, you need to schedule it for 11:00 am.
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4.4 Using the Report Toolbar

Once you’ve scheduled and refreshed the report, you can view it on the Report Instance Display

page. This section explains report features and toolbar icons.

-Eﬁ @ 8 14 < v R =] | 100% v

1 2 3 4 5 6 7 8 9
Icon Comments
1 Showr/hide group tree Showt/hide report groups such as the Divisions in the

report. Select a level in the hierarchy to move to the
corresponding level in the body of the report.

2 Export this report Export the report to Acrobat format (PDF), MS Word,
MS Excel 97-2000, MS Excel 97-2000 (data only), or
Rich text format.

3 Print this report You have the option to open the PDF file or save it to
your computer.

4 Move to the beginning Move to the first page of the report.

5 Move backward Move back in the report one page at a time.

6 Move forward Move forward in the report one page at a time.

7 Move to the end Move to the last page of the report.

8 Goto page Enter a page number and click the arrow.

9 Zoom feature Pull the drop-down list to change the size of the view
(25% to 400%).

If you use Internet Explorer as your browser, you may be unable to use the Export
A or Print option to display, print or save a standard report in a format such as PDF
or Microsoft Word. If these options don’t work on your PC, the problem can be
addressed by letting your local Internet Explorer session know that the PATS
application server is a trusted site. If you do not have access or do not feel
comfortable performing these steps, you can ask your local IRM staff to help.

Complete the following steps to add the EMC server running PATS to your list of trusted
servers:

1. Logonto PATS.
2. From the top toolbar, select Tools>Internet Options.
Select the Security tab.

Highlight Local intranet.

o ~ w

Press the Sites button.
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6. Press the Advanced button.

7. Inthe blank box labeled “Add this Web site to the zone,” enter:
http://vaww.pats.med.va.gov

8. Press Add.
Result: The server should appear in the box labeled “Web sites:”
9. Press OK until you are out of the Tools option.
10. Use the Log Off option to log out of PATS.
11. Press the link that says “Clese this window” to close the browser.

12. Log into PATS to activate the new Internet Explorer settings.

4.5 Exporting Reports to Other Media

You can export reports to other media for the purpose of saving the report, printing the report, or
preparing spreadsheets. PATS allows you to export reports to:

= Acrobat Format (PDF)

= MS Word

= MS Excel 97-2000

= MS Excel 97-2000 (data only): use this option to export spreadsheet/graphs

» Rich text format
To export reports:

1. Click the envelope with the arrow icon.

v
-Eﬁ @ % I d i | ] +j 100%

Result: The Export Options pop-up window displays.
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: Export the Report - Microsoft Internet Explorer KJE|§|
Fle Edit View Favorites Tools Help "?
Export Options

Please select an Export format from the list.

Formats: >

Enter the page range that you would like to Export.

@ All
O Pages
From: 1 To: 1
IE_“[ Done &) Local ntranet

2. Click the Formats drop-down list and highlight the desired export format.

Acrobat Format (PDF)
MS Word

MS Excel 97-2000

MS Excel 97-2000 (Data only)
Rich Text Format

3. Indicate the report pages you want to export: All or specific pages.

4. Click OK.

Result: A dialogue box displays asking if you want to Open or Save the file.
5. Click Open (open the report file) or Save (save the file to your computer).

Optionally you can print the file, email it to another Patient Advocate, or prepare a
spreadsheet in Excel.
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4.6 Printing Reports

1.

Click the printer icon.

Vv

=33 A us b

2]

100% | ¥

Result: A pop-up window displays asking if you want to open or save the document.

Click Open.
Result: The report in PDF format displays.

Select File>Print.
Complete the Print screen (select Printer, Properties).

Click OK.
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Chapter 5 — Ad Hoc Reports

Overview

The Ad Hoc report feature lets you create a report to your own specifications. You decide what
data is included in the report and how the report looks. The ad hoc reporting tool is Business
Obijects software called WeblIntelligence (WEBI for short) and has been incorporated in the
PATS application. For additional information on creating Ad Hoc reports, see Appendix B, Ad
Hoc Tutorial.

There are two parts to building an ad hoc report—the report query and the report design.

1. The Query: The query allows you to select the data that you want available for the

report. When you add a new report, the first thing you do is define the query. Some of the
things you might do in the query are:

= Define which fields will be included in the report from the available list of fields.

= Define rules for filtering or limiting the data that is returned. For example, the
filter rule could be “to return only Reports of Contact (ROCs) with a contacting
entity of Congressional.”

» Define input parameters for filtering the data by adding a prompt such as a date
range for Date of Contact. Each time the report is run, the user is prompted to
enter a date range, so the same report can be used from month to month.

The Design: After you have created a query, you will design your report. This means that
you define the look and feel of the report. Some of the things you might do are:

Decide which fields to display on the report

Group or sort data by various fields

Create and display formulas based on the available fields
Add counts and other calculations

Change fonts and color

Add page headings and page numbers

In this Chapter

The table lists the topics covered in this chapter.

Topic Page
5.1 Display Resolution 58
5.2 Definitions 59
5.3 Building a Report Query 60
5.4 The Report Design Toolbar 69
5.5 Designing the Report 70
5.6 Adding Subtotals and Totals 84
5.7 Saving a Report to your PC 86
5.8 508 Compliance 87
5.9 Sharing Reports with other Advocates 87
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5.1 Display Resolution

When you use the Ad Hoc reporting tool, if the right side of your display is cut off, you may need
to increase the resolution on your screen monitor.

To change the screen resolution, complete the following:

1. At the bottom left of your screen, click Start>Control Panel>Display.

2. Select the Settings tab.

3. Inthe Screen resolution box, move the arrow to the right to increase the resolution.

Display Properties

| Themes || Desktop || Screen Saver" Appearance | Setlings

Drag the monitor icons to match the physical arrangement of your monitors.

Display:

1. (Muliiple Monitors) on NVIDIA GeForce FX Go5200 v
Screen resolution Color quality
Less _J— More [ Highest (32 bi) ~ |

1024 by 768 pixels I //IN = | 'm

’ Identify H Troubleshoot... H Advanced ]

I oK l ’ Cancel ] ’ Apply ]

4. Click Apply (if you also want to change the font size) or click OK.

To display a larger font size:

1. Select the Appearance tab.
2. Under Font size, select the Large fonts or Extra large fonts.

3. Click OK.

Note: When you’re working in the Ad Hoc tool, if your screen doesn’t look the same as the User
Guide, check your screen resolution.
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5.2 Definitions

The Universe

On the left side of the screen, you will see a familiar list of data items or fields, with the word
Universe above them. Business Objects uses the word Universe to mean the group of data items
(referred to as “objects” in WEBI) that is available to build your report. The Universe is a list of
all the fields in PATS. It is equivalent to the list of fields you see in the Print Fields and Sort
Fields lists in the current Patient Rep ad hoc report option.

Some of the object names are preceded by a plus sign (+). The plus sign indicates that there are
additional objects available within the object name. Click the plus sign to display the additional
objects.

Ad Hoc Reporting

%) Add a Query | & viewsaL | (%) Query Properties 2 Run Query [F cancel
Universe Result Objects
Display by objects - E
=471 PATS Universe ~ E
=1i53 Report of Contact (ROC) Data E

71 Clinical appeal (Y/N)?
71 Comp name

~1 Congressional contact
=1 Contacting entity

=1 Date of contact

71 Date ROC closed

¥

Query Filters

=] Date ROC overdue E
71 Employee involved E
71 Entered by

~1 Facility service or section @

—1 Hospital location

71 Info taken by

=1 Institution number

=1 Issue code

7 Issue text

71 Method of contact

1 Notification - date initiated
=1 Patient name

=] Phone or fax number

=1 Resolution Text1

=1 Resolution Text2 3

F E

¥

HHEE

Objects
Business Objects uses the word object to represent the data items that are available from the
Universe to build your report. This is equivalent to field names in the Patient Rep system.

Panes
A pane represents something like a window pane or frame; it is also referred to as a panel.

When you open the ad hoc tool to create a new report, you will see the Query page. The Query
page contains three panes:

= Universe: On the left side of the Ad Hoc Reporting page, you’ll see the Universe
object pane that was discussed above. It contains a list of all the fields in PATS.

* Result Objects: On the top right, you’ll see the Result Objects pane. The objects that
you select for your report are displayed in this pane (like the sort fields and print
fields you select when building an ad hoc report in Patient Rep).
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= Query Filters: On the bottom right, you’ll see the Query Filters pane. This is where
you define rules that limit the records returned to your report. (This is similar to
putting starting and ending values for a sort field when building an ad hoc report in
Patient Rep.)

Cell
A cell is a rectangular block within the report, containing a single piece of data. When you’re
designing a report, each piece of data is displayed in a cell.

Table
The main body of most reports contains rows and columns of data cells. This main block of data
is referred to as the table.

Toolbar
The toolbar at the top of the Query page allows you to take certain actions while building the
query. You will probably use two of the buttons on the Query toolbar.

* Run Query — Once you have selected the fields for your report and created any
filters to limit the data, you will click the Run Query button. The system reads data
from the database that meets the criteria you defined while building the query, and it
puts you into the report design mode, where you can refine the look and feel of your
report.

= Cancel - If you start running a query and it’s taking a long time or you change your
mind, you can use the Cancel button to stop the query.

I %) AddaQuery | & ViewsaL | [# Query Properties % RunQuery [5j cancel I

For information about the other toolbar buttons, refer to the Business Objects manual for queries
in TSPR (Background/Supporting Documents section), Ad Hoc Reports: Queries (BOEXI).

5.3 Building a Report Query
To create a new report, the first thing you do is build the report query—that is, you define the
fields you want to include in the report. You can then create filters to limit the data returned
within the selected fields. The filter options are explained in this section.
5.3.1 Creating the Query—Defining Fields
1. Onthe PATS main menu under Ad Hoc, click the Private link.
Result: A list of your current private reports displays.

2. Click the Add button.

Result: The Ad Hoc Reporting page displays.
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Universe Result Objects

Display by objects - »

> |
=1 PATS Universe -~
=)&) Report of Contact (ROC) Data
=1 Clinical appeal (Y/N)?
71 Comp name
~] Congressional contact
+ 71 Contacting entity

EIEIE]

71 Date of contact

-] Date ROC closed Query Filters

=1 Date ROC overdue
71 Employee involved
=1 Entered by
=1 Facility service or section
71 Hospital location

= 71 Info taken by

488

3. To define the objects that you want in your report query, you move objects from the

Universe pane to the Result Objects pane by:
= Double-clicking the object name, or

= Highlighting the object and click the >> arrow next to the Result Objects pane.

Note: Once objects are in the Result Objects pane, you can use the arrows (=) (<) to
change the order of the fields when WEBI builds that initial report. You can remove
objects from the Result Objects pane by highlighting the object and pressing the <<
arrow.

The Quick Filter button () allows you to build a simple query filter; however, it has
not been found to be very useful).

Click Run Query.

Result: When you run a query for the first time, WEBI automatically sets up a report
design to get you started. It contains all of the data you specified in your query.

Click Save (disc icon next to Insert).

Result: A new window opens for the save document information.

Ad Hoc Reporting

Save Document
= General
Title:

Descripton:

Keywords:

B Location

= L My Folders
3 L8 Favori tes
B S Public Folders

@ Categonies
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53.2

Note: When you’re creating or editing a report, it’s a good idea to save your work often.
If you’re in the middle of editing a report and you get called away and time out, or if you
accidentally click on a link that takes you out of the report, you will lose all of the work
you’ve done if you haven’t saved the report.

ﬁ The ad hoc reporting tool is set to time out after 20 minutes of inactivity, save

your work as you make changes.

Title: Enter the name of the report.

Description (optional): Enter a description, so that you can readily identify the report in
the list. This is especially important as you create more ad hoc reports.

Location: Although there are several different folders where you can save reports, you
should only save to the default Favorites sub-folder of My Folders.

Click OK.

Creating Filters

A filter limits the report data that is returned. For example, you might limit:

= Date range for Date of Contact

= Specific values for Contacting entity, Hospital location, or other objects

To create a filter:

1.

If you ran the query, you will be in the report design mode. Click the Edit query button
to return to the page that allows you to edit the query.

If you’re already on the edit query page, go to Step 2.

In the Universe pane on the left, highlight the object you want to limit or filter.

Press the >> arrow to the left of the Query Filters pane.

Result: The object displays in the Query Filters pane.

Universe Result Objects

Display by objects

71 ROC number I 71 Date of co... ~1 Issue code
=¢41 PATS Universe a~

I#53 Report of Contact (ROC) Data

=] Clinical appeal (Y/N)?

=1 Comp hame

71 Congressional contact

7 Contacting entity

7] Date of contact

=) Date ROC closed Query Filters
-] Date ROC overdue

~1 Employee involved 71 Issue code In List: I
7] Entered by

7] Facility service or section
71 Hospital location

# 71 Info taken by

+ 71 Institution number

=l llissue code]

]

¥

aaa
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4. Select the Filter radio button.

5. Click the In List drop-down arrow and highlight the appropriate filter command (see the
table below for an explanation of the filter commands).

Equal to

Less than
Between
In List

Mot In List
Is Mull

Both
Except

Not Equal to

Greater than

Greater than or Equal to
Less than or Equal to

Mot Between

Maiches pattern
Different from pattern

The table explains the filter commands and gives an example of how to use each command.

Object in Filter Value
Filter Command | Used to return data that | Example Query Filter Entry for
is: pane Example
Equal to equal to a value you Show ROCs with Issue Code Enter EVO03 in
specify Issue Code equal to the Value 1
EV03 box
Not Equal to different from a value you | Show ROCs with Issue Code Enter AC09 in
specify any Issue Code the Value 1
except AC09 box
Greater than greater than the value you | Show all ROCs with | Date of Enter
specify date of contact after | Contact 04/14/2006 in
04/14/2006 the Value 1
box
Greater than or greater than or equal to a Show ROCs with Date of Enter
Equal to value you specify date of contact on or | Contact 01/01/2006 in
after 01/01/2006 the Value 1
box
Less than lower than a value you Show ROCs with Date of Enter
specify date of contact Contact 10/01/2005 in
before 10/01/2005 the Value 1
box
Less than or Equal | lower than or equal to a Show ROCs with Date of Enter
to value you specify date of contact on or | Contact 04/01/2006 in
before 04/01/2006 the Value 1
box
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Object in Filter Value
Filter Command | Used to return data that | Example Query Filter Entry for
is: pane Example
Between between two values you Show Contact Dates | Date of Enter
specify (includes the on or between Contact 10/01/2005 in
starting and ending values) | 10/01/2005 and the Value 1
03/31/06 box and
03/31/2006 in
the Value 2
box
Not Between outside the range of the Show Contact Dates | Date of Enter
two values you specify before 01/01/2004 or | Contact 01/01/2004 in
(does not include the after 01/01/2005 the Value 1
starting and ending values) box and
01/01/2005 in
the Value 2
box
In List equal to the values you Show Contacting Contacting Can have
select from the list Entities: Patient, Entity multiple
friend, relative values.
Use Values
button to select
patient,
relative and
friend
Not in List different from the values Show all Methods of | Contacting Can have
you select Contact except email | Entity multiple
and Internet values.
Use Values
button to select
email and
internet
Is Null that doesn’t have a value— | Show all ROCs with | Patient Name No value
is empty no patient required
Is not Null only data has a value— Show only ROCs Issue Code No value
isn’t empty with at least one required
Issue Code
Matches pattern that includes a specific Show only patients Patient Name | Enter SM1%

string (use % as a
wildcard, i.e., to represent
‘any characters’)

whose last name
begins with SMI.

in the Value 1
box
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Object in Filter Value
Filter Command | Used to return data that | Example Query Filter Entry for
is: pane Example
Different from that doesn’t include a Show patients whose | Patient Name | Enter A% in
pattern specific string last name does not the Value 1
begin with A. box
Both that corresponds to two Not applicable to
values you specify PATS data
Except that corresponds to one Not applicable to
value you specify and does | PATS data
not correspond to another
value you specify
6. Depending on the item you select from the list, you may be prompted to enter data
values. This is similar to entering the starting and ending values for a sort field when
running a Patient Rep ad hoc report.
Note: If the object is a date, you can enter the value by using the calendar icon (as
described below), or you can enter the value in mm/dd/yyyy format. Only data within
the current fiscal year or previous 2 fiscal years is available for ad hoc reports.
If you are selecting from a list of values, use the Values button to see all the entries
available for selection and to select the ones you want.
7. Click the Update Filter button.
Result: The description of your filter in the Query Filters pane changes depending on the
type of filter you applied.
8. Click the Run Query button.
Result: The new report with filters displays.
9. Click Save.

5.3.3 Creating Filters Based on Is Not Null

This section explains how to create a filter so only objects with data display. For example, in a
report containing Issue Codes, some ROCs may not have Issue Codes. You can create a filter so
that only ROCs with Issue Codes display (i.e., filter = Issue Code is not blank/not null).

To create a filter so that no blank object (e.g., Issue codes) displays:

1. On the Menu bar under Ad Hoc, click the Private link.
2. Click the Add button.

3. Create a new report with the following objects:

=  ROC Number
= Date of Contact
= |ssue Code

05-09-07 PATS User Guide 1.0 65




Chapter 5 — Ad Hoc Reports

In the Universe pane on the left, highlight the object (e.g., Issue Code) and press the >>
arrow to the left of the Query Filters pane.

Result: Issue Code in List displays in the Query Filters pane. This is where the
description of your current query filters is displayed.

At the bottom of the Query Filters pane, click the In List drop-down arrow and highlight
Is not Null. Notice that the Filter and Prompt buttons are grayed out.

Click Update Filter.

Result: The description of your filter in the Query Filters pane changes to Issue code Is
not Null

Query Filters

i
1 Issue code Is not Null

Click Run Query.

Click Save.

Note: Remember to save your report often.

Enter the Title and Description.

Click OK.

5.3.4 Creating Filters based on Between

To demonstrate a filter between two values, use the report that was created in section 5.3.3 and
put a filter on the Date of Contact. This example shows how you can limit the date range of ROCs
that display in the report—that is, you’ll define a start date and an end date for the Date of
Contract.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

Click the Edit Query button.

In the Universe pane on the left, highlight the Date of Contact and press the >> arrow to
the left of the Query Filters pane.

Result: The Issue code Is not Null AND Date of Contact in List displays in the Query
Filters pane.
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(@ Filter

4. At the bottom of the Query Filters pane, click the Filter radio button.
5. Click the In List drop-down arrow and highlight Between.
6. You can enter the start and end dates in m/d/yyyy format or use the calendar option.
= Enter dates
a. Value 1: Enter the start date in m/d/yyyy format.
b. Value 2: Enter the end date in m/d/yyyy format.
c. GotoStep7.
= Use the calendar option

a. Click the Values button.
Result: The List of Values box displays.

b. Inthe empty box at the top under List of Values, click the drop-down arrow.
Result: A calendar displays.

c. The arrows at the top of the calendar make the following changes:
= Leftarrows: month

= Rightarrows: year

Select the appropriate month and year and click the date you want to start (e.g.,
01/25/2005) or end (e.g., 01/26/2006).

List of Values o]
4 |10M/200) = January 2005 -
0A2003120 s M T W T F S « | | |
10/2/2003 12: &
10/3/2003 12: 1
10/6/2003 12:
107200312 2 3 4 5 6 7[8] | |
18?81{38821% 9 10 11 12 13 14 15
116 17 18 19 20 21 22
I P 24 25| 26 27 28 20
> 30 31 R
Select the valug Roase and return o repors ‘
L || cancet |
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Result: The date appears in the box next to the drop-down arrow.

List of Values

01/25/2005 12:00:00 AM -]

4 |10/1/2003 12:00:00 AM..4/10/2 v | } @)
10/1/2003 12:00.00 AM ~l [« ]
10/2/2003 12:00:00 AM <]

10/3/2003 12:00:00 AM
10/6/2003 12:00:00 AM

10/7/2003 12:00:00 AM |
10/8/2003 12:00-00 AM
10/9/2003 12.00-00 AM 3

d. Press the >> arrow next to the blank box under Date of Contact Between.
Result: The date displays in the Date of contact Between box.

e. Repeat steps a - ¢ to enter the end date of the date range filter.

f. Press the >> arrow next to the blank box under And.
Result: The date displays in the And box.

7. Click OK.

Result: Date of Contact between 01/25/2005 and 01/26/06 displays in the Query Filters
pane.

8. Click Run Query.

Result: The report design page displays and you’ll notice that data has been refreshed
(re-selected) from the database, based on the date range specified by the new query filter.

9. Click Save.

5.3.5 Creating Filters Based on a List

You can limit the data that displays on an Ad hoc report by creating filters based on a list. This
means that you can select one or more values from a list (Contacting Entity, Hospital Location,
Issue Category, etc.), so that only those values display on the report. For example, you could
create a filter on Contact Entity to display only congressional ROCs on the report.

To create a filter based on a list:
1. On the Menu bar under Ad Hoc, click the Private link.

2. Click the Add button.

3. Create a new report with the following objects:
= ROC Number
= Patient Name
= |ssue Text
= Contacting Entity
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4. Click Run Query.
5. Click Edit Query.

6. In the left pane, highlight the object (e.g., Contacting entity) and press the >> arrow to
move it into Query Filters window in the lower right hand pane.

7. Atthe bottom of the Query Filters pane, select the Filter radio button.
8. Make sure that In List is selected in the drop-down list of possible filter types.
9. Click the Values button.

Result: A window will pop up containing the list of available values (e.g., Contacting
Entities).

10. You can move one or more values into the filter list. Double-click the value (e.g.,
Congressional) you want to filter on or highlight it and press the >> arrow to move it
into the right hand pane (e.g., Contacting Entity in List).

11. Click OK.

Result: The filter is updated. You should see the description of the filter at the top of the
Query Filters pane change to describe the values you selected.

12. Click Run Query to display the report.

5.4 The Report Design Toolbar

The report design toolbar contains the following buttons and drop-down lists:

I ] Document - View - Insert - | (] save @ Find | (% Undo (%) Redo | Zoom 100% - » M [T Edit Query | % Refresh Dalal

* Document: Displays actions you can take on the entire document (report).
- Save: Works the same as the Save button.

- Save As: Saves a copy of the report with a different name. (Useful when you want to
experiment without changing your original report, or when you want to use an
existing report as the basis for a new report.)

A If you save the report to the Public folder, you must set the Property to
Refresh on Open (using Document>Properties from the toolbar), so that
your data is not displayed to other sites. (You may notice that in the screen
that prompts for the report title and description, there is a Refresh on Open
checkbox, but there is a bug and this will not cause your data to refresh. You
must edit the report and use Document>Properties to set this feature.)
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- Save to my computer (Excel (open or save an Excel file), PDF (Adobe), CSV
(Excel Comma Separated Values file)): Allows you to save the report results in a
different format.

- Properties: Displays the document name and description and allows you to set
properties.

= View: Controls your local view of the report while editing or viewing the data. Page
mode (default), Draft mode (shows the entire report), PDF mode, Left Panel (show or
hide), Toolbars (show or hide the formatting, report, or formula toolbar).

= Insert (New row, New column, Break, Filter, Sort, Calculation): Another way of
performing actions during report editing rather than using right-click to perform the
action.

= Save: The first time you save a report, you’re prompted for a report name and description.
After that, the Save button saves the latest changes you’ve made.

» Find: Used to search the report data for a certain value (for example, for a particular Date
of Contact).

= Undo: Undo the last change.
» Redo: Reinstates the last change that you undid (undo the undo).
= Pages: Moves you to the first page, back a page, forward a page, last page.

= Edit Query: Changes from report design mode to edit query mode in order to either add
or delete a field available to the current report, or to change the filter on the data returned
to the report.

= Refresh: Refreshes the data. This re-runs the query using the current query filter values.
If there are parameters on the report, you will be prompted for new parameter values.

5.5 Designing the Report

After you create the query, then you design your report. This means that you define the look and
feel of the report. You can do the following:

= Decide which fields to display on the report

= Group or sort data by various fields

= Create and display formulas based on the available fields
= Add counts and other calculations

= Change fonts and color

= Add page headings, page numbers

5.5.1 Rearranging objects in the report

The first time you run the report query, WEBI automatically arranges all of the fields you
selected in a report format. You can rearrange the objects in the report at any time to suit your
needs. For our example, we’ll use the report that was created in section 5.3.3.
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To rearrange objects in the report:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click in any data cell in the report and select Format>Table.

3. Select the Pivot tab.

Result: The available objects display in the left pane. Buttons with the object/field name
display in the Column(s) pane.

Format Table Fq
] | | Pivot |
Available Objects
= @Available Objects (@ Column(s)
71 Date of contact
= Issue code ~1 Date of co... I 71 ROC number I 71 Issue code I E

ROC number
’

7} More Information

You can modify table format properties here

L OK JL Cancel JL Apply J

4. Inthe Columns pane, select the object you want to move.
Result: The button becomes gray.

5. Use the arrows on the right of the Columns pane to move the object to the left or right in
the report.

6. Click OK.

Result: The report displays with the rearranged objects.

e Available Objects -

—I[g5) Available Objects
-] Date of contact

-] Issue code
<] ROC number Dale of contact ROC number

LR ACO1 1/1/04 442 200400668
AGO1 1/29/04 442 200400151
ACO1 7/8104 442 200400892
AGD1 4/22/05 442 200500177
ACO2 12/10/03 442 200300315
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7. Click Save.

5.5.2 Adding a new column to the report

You can add an object (field) to a report after you have run the query. To add a hew column, you
edit the query so that the field gets pulled from the database when you run the report.

To add a new column:
1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)
2. Click Edit Query.

3. From the Universe pane on the left side, double-click the object you want to add to the
report (e.g., Facility Service or Section) or highlight the object and click the >> arrow to
move it into the Result Objects pane.

4. Click Run Query.

Result: The report design mode displays. Unlike the first time you ran a query on the
report, WEBI doesn’t automatically display the field in the report. You won’t see any
change in the report.

ks Available Objects -

-l (g5) Available Objects
~1 Date of contact

~1 Facility service or section
=7 Issue code Issue code Date of contact ROC number

71 ROC number ACO1 1/1/04 442 200400668
@ Variables
ACO1 1/20/04 442 200400151
ACO1 7/8/04 442 200400892
ACO1 4/22/05 442 200500177

Note: The field you added is now available to be added to the report. You will see a list
of available objects in the left panel. Then you need to decide where you want the new
data to display.

5. Right click in any data cell in the column to the left (or right) of where you want to place
the new column.

6. Select Insert>Column>Right (Insert>Column>Left).

Result: A blank column displays to the right (or left) of the column you indicated.
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7. From the left panel, drag the blue box next to the object you’re adding into any blank data
cell (not the heading cell).

Result: The data displays in the column.

[ Available Objects -

E@Avai\able Objects
1 Date of contact

1 Facility service or section
3 tesue code Issue code _[Date of contact RO number __[Facily service or section

| RET nunEEr ACO1 11104 442200400668  ADMINISTRATIVE
Variables
ACO1 1/29/04 442200400151  SURGICAL
ACO1 7/8/04 442200400892  SURGICAL
ACO1 4122105 442200500177  MENTAL HEALTH
AC02 12/10/03 442200300315 MEDICAL
8. Click Save.

5.5.3 Other ways to add a column

Once you have an object in the Available Objects pane (Section 5.5.2, steps 1-3), there are two
other ways to add a column to the report design.

1. Highlight the column to the left of where you want to place the new column.
2. From the toolbar, select Insert>New column>Right.

3. From the left panel (list of Available Objects), drag the blue box next to the object you’re
adding into any blank data cell (not the heading cell)

4. Click Save.

Here’s a third way to add a field to your report design:

1. Right click anywhere in the data area of the report and select Format>Table.
2. Select the Pivot tab.

3. Move the object (double click the object or highlight the object and click the >> arrow)
from the list of available objects on the left hand pane into the Columns pane on the
right.

4. Click OK.
Result: The new object displays on the report with data.

5. Click Save.
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5.5.4 Deleting a column from the report

There are many reasons why you might not want to display a column in a report. You might want
to use a field in a calculation but not display the field on the report. You might have repetitious
information that you don’t want to display. In the report created in section 5.3.5, we added a filter
to select only ROCs with a contacting entity of Congressional. Since the report displays the same
contacting entity on every line, we could delete the contacting entity column and change the
report title to indicate that the report only shows Congressional ROCs.

To delete a column from the report:

1.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

Click Edit Query.

Right click on a data cell in the column you want to delete.
Select Remove>Column.

Result: The column is deleted from the report, but the data is still available from the
query (i.e., the object still displays in the list of Available objects).

5.5.5 Changing a column heading
You can customize your report by changing the name of any of the column headings.

To change the name of a column heading:

1.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

Verify that the Formula toolbar displays. (To display the Formula toolbar, select
View>Toolbars>Formula.)

v X |

Highlight the heading of the column you want to edit (e.g., ROC number).

Result: The current formula displays in the text box (ex. Highlight the column heading
ROC number and you will see in the formula bar, the value =NameOf([ROC number])).

&1 v K [=NameOf([ROC number))

Part of the formula =NameOf( ) indicates the special function used by WEBI to return the
name of an object in the universe. The value in the parenthesis is the name of the object
whose name is to be returned by the formula. Object names in formulas are surrounded by
square brackets.

Replace the entire heading formula (e.g., =NameOf([ROC number]) ) with the new
heading name (e.g., My ROC).
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#r v X [MyROC

5. Click the green check mark to apply the change.
Result: The column heading displays the new text (e.g., My ROC).

Issue code |Date of contact ‘My ROC |Fa::ilily service or section

6. Click Save.

5.5.6 Grouping and sorting objects in the report

Once you have defined the data you want to display in your report, WEBI displays the data in
columns.

Issue code Date of contact My ROC Facility service or section
ACO1 1/1/04 442 200400668 ADMINISTRATIVE
ACO1 1/29/04 442 200400151 SURGICAL

ACO1 7/8/04 442 200400892 SURGICAL

ACO1 4/22/05 442 200500177 MENTAL HEALTH
AC02 12/10/03 442 200300315 MEDICAL

AC02 2/24/04 442 200400640 MEDICAL

AC02 2/24/04 442 200400640 NURSING

AC02 2/24/04 442 200400640 RADIOLOGY
AC02 5/13/04 442 200400335 MEDICAL

AC02 5/15/04 442 200400625 MEDICAL

To make your report more readable and informative, you can group data by creating sections.

To create a section:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click any data cell in the column that you want to use as the section to group data
under (e.g., Date of Contact) and select Set as section.

Result: Date of Contact (or the object you chose) becomes a section header and groups
the other items in a block beneath the header.

05-09-07 PATS User Guide 1.0 75



Chapter 5 — Ad Hoc Reports

10/1/03

ACD4 442 200300329 DENTAL RECORDS
AC11 442 200300330 PHARMACY

Coo2 442 200300206 MEDICAL

IFO2 442 200300207 MEDICAL

LLO4 442 200300327 MCCR-Billing

LLO4 442 200400010 MCCR-Billing

LLO4 442 200400012 MCCR-Billing

LLO4 442200400034 MCCR-Billing

3. You have the option to sort sections to determine the order in which data appears in the

report. For example, to sort the report with the most recent date of contact first, right
click on the section cell (the date, in the above example) and select Sort>Descending.

Result: The most recent Dates of Contact appear at the top of the report.

5/22/06

Issue code My ROC_____Faciity service or section |
EVO3 442 200600011 ACUTE REHAB

4/14/06

Issue code My ROC_____Faciity service or section |
EMO1 442 200600006 ADMINISTRATIVE

Note: You can click on any data cell and select Sort>Descending or Sort>Ascending.
Sort>Ascending sorts from lowest value to highest. It’s the normal sort default for alpha

fields, since it sorts from A through Z.

4. Click Save.
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5.5.7 Keeping section entries together on a page

Sometimes the entries in a section will be split between two pages. You can keep all items in a
section together on one page, unless the section itself is longer than one page.

To keep items within a section together on the same page:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click to the right of the section data, so that the entire section is highlighted (not

just the data cell). In our example, we’d right click to the right side of the Date of
Contact.

3. Select Format>Section.
4. Select the Layout Properties tab and check the avoid page breaks in a block box.

5. Click OK.

Result: The report will insert a page break to keep all ROCs within a section on one
page. Of course, if there are too many ROCs within the section to fit on a single page,
they will be split between two pages.

6. Click Save.

5.5.8 Grouping objects within the table

Suppose you want to group items, but keep them within the table rather than pulling them out as a
separate section. To keep the objects in the same table, we will do something that WEBI refers to
as breaking on the section (e.g., ROC number).

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click any data cell in the column you want to group the other objects in the table by
(e.g., right click on one of the ROC numbers).

3. Select Break>Insert to group the other items within the table.

Result: Whenever you insert a break on a data cell, WEBI automatically puts a break
footer at the end of each unique data value. This is a placeholder for adding subtotals.

5/22/06
Issus code ___MyROC ___Faciltyservice o section
EVO03 442.200600011  ACUTE REHAB

442 200600011

%
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4. Right click a data cell in the column again (e.g., ROC number).

5. Select Sort>ascending to sort all of the items within the other objects (e.g., the ROCs
within the same Date of Contact by ROC Number).

6. Click Save.

5.5.9 Deleting a section from a report

If you create a section on a report and later change your mind, you can delete the section. The
data no longer displays in the report, but the object is still in the Available Objects list. That
means that you have the option to display the object in the report or leave it as.

To delete a section from the report:

1. Right click to the right of the section data, so that the entire section is highlighted—not
just the data cell.

2. Click Remove Section.

Result: The section headings are deleted. You’ve deleted the section from the report, but
object is still part of the query and appears in the Available Object list.

3. Click Save.

5.5.10 Displaying long text fields

Some fields may be very long—for example, Issue text or Resolution test. To display these fields
so they are easily read, you can set the width, make the height of the cell variable, and make the
text wrap.

1. Rightclick in any data cell containing the long text, and select Format>Cell.
Result: The dialogue box to format a cell pops up and opens to the General tab.

2. Specify width: Change the value of inches in the box to the desired width for the text
cell.

3. Check the box that says Wrap text.

4. Uncheck the box that says Specify height.
Result: The height of the cell will grow or shrink, depending on the length of the text.

5. Click OK.

6. Click Save.
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5.5.11 Adding a Header and Footer

Before you can add a title or page numbers to your report, you must create a space for the
information. You do this by adding a header and footer.

To add a header and footer:

1. Rightclick in a blank area outside the data cells.
2. Select Format Report.
3. On the General tab, check the Show header and Show footer boxes.

4. Enter an amount for the height of the header and footer (i.e., 0.5—you may want to adjust
this height; see what works when you print the report).

5. Click OK.

Note: There is empty space above and below the data for the header and footer.

6. Click Save.

5.5.12 Adding a Report Title

Before you add a title to your report, make sure that you created a header and footer (see Section
5.5.11).

To add a title to the report:
1. Verify that the left panel displays.

Note: To display the left pane, click the Show left pane icon (i) at the top left of the
report, or select View>Left Panel from the toolbar.

2. Click the drop-down list at the top of the left pane, and select Chart and Table Types.
Result: The categories of chart, table, and cell types appear.

& Chart and Table Types
W) P P i o
7 vertical Tabile
I Crosstab
=| Form
=™ Chart Types
Hjgg Bar Charts
4}~ Ling Charts
|l Arga Charts
llo Pie Charts
+I44% Radar Charts
=) Cells
) Formuta and Text Cells
(] Blank Cell
[ Drill Filters
[ Last Refrash Date
[ Document Name
-] Page Number Cells
[ Page Number
[ Page Number/Total Pages
[ Total Number of Pages =

Note: If the Cells category is not visible, click the + next to Report Elements.
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3.

10.

11.

12.

Click the + next to Cells.

Click the + next to Formula and Text Cells.

Select the Blank Cell format; drag the white box next to Blank Cell to the header.
Right click in the blank cell.

Select Format>Cell.

On the General tab in the Name box, enter the title of the report.

If you want the title to appear on every page of the report, click the Layout Properties
tab and check the box next to Repeat on every page.

You also have the option of changing the font, alignment (within the cell: left, center,
right), layout (within the header), and the border under the title.

Click OK.

Click Save.

5.5.13 Adding Page Numbers

Before you add page numbers to your report, make sure that you created a header and footer (see
Section 5.5.11).

To add page numbers to the report:

1.

In the left panel, click the arrow to the right of the drop-down list box and select Chart
and Table Types.

Click the + next to Page number cells and select the type of page number you want to
display.

=11 Page Number Cells
[] Page Number
[ Page Number/Total Pages
[ Total Number of Pages

Drag the box next to the page-number type to the footer.
Right-click in the page number cell.

Select Format>Cell.
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6. If you want the word Page to display with the number (e.g., Page 1, Page 2), on the
General tab in the Name box, type Page and a space (i.e., Page [page]).

7. You also have the option of changing the font, alignment (within the cell: left, center,
right), layout (within the header), and the border under the page number.

8. Click OK.

9. Click Save.

5.5.14 Adding a prompt for date range

If you want to re-use your report and show different subsets of the data each time, you can add a
prompt. For example, you can show data within different date ranges.

To add a prompt for date range:

1. To create a report prompt, you need to be in the query desigh mode. (To display the Edit
Query button, select Document>Edit.)

2. Click the Edit Query button.

3. We’ll add a prompt for Date of contact values. Select the Date of contact object and use
the arrows to move it into the Query Filters pane.

4. From the In List drop-down list, select Between.
5. Select the prompt radio button.

6. You can accept the default value for the prompt text, or you can change the prompts (e.g.,
Starting Date and Ending Date).

Note: If you want to change the prompt values, enter text in the Prompt 1 box (e.g.,
Starting Date) and the Prompt 2 box (e.g., Ending Date).).

7. Click Update Filter.

Result: The Date of contact Between prompt (“Starting Date’) And prompt (‘Ending
Date’) displays in the Query Filters pane.

~1 Date of contact Between prompt('Starting date') And prompt{'Ending Date") I

8. Click Run Query to rerun the query.

Result: The Prompts box displays. You must enter a date range before you can run the
query. You will notice a list of dates in the lower left hand side of the box. The list of
possible values to choose from is not very useful for dates since it is long, but can be
useful for lists that have fewer values.
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Prompts

Reply to prompts before running the query.

» Starting date
* Ending Date

14 10/1/2003 12:00:00 AM__1/30/2006 1 % | |} f\}’:

Starting date

10/1/2003 12:00:00 AM
10/2/2003 12:00:00 AM
10/3/2003 12:00:00 AM
10/6/2003 12:00:00 AM
10/7/2003 12:00:00 AM
10/8/2003 12:00:00 AM
10/9/2003 12:00:00 AM

7 [»]] K

Midfyyyy h:mmess a

&«

9. Highlight Starting date at the top of the Prompt box.

10. In the blank box under Starting date (lower right) enter the date in m/d/yyyy format and

go to step 12.
OR

Click the Starting date drop-down list arrow.

Result: A calendar displays.

11. The arrows at the top of the calendar change the month (left arrows) and year (right
arrows). Click the date you want to start.

Result: The starting date displays in the box and at the top of the page.

Prompts
Reply to prompts before running the query.

%

v Starting date : 12/22/2005 12:00:00 AM
®  Ending date

Cancel

1 10/1/2003 12:00:00 AM._.1/30/2006 1/ | f\«":

Starting date

10/1/2003 12:00:00 AM
10/2/2003 12:00:00 AM
10/3/2003 12:00:00 AM
10/6/2003 12:00:00 AM
10/7/2003 12:00:00 AM
10/8/2003 12:00:00 AM
10/9/2003 12:00:00 AM

~ [12/22/2005 12:00-00 AM |j

M/dfyyyy h-mm:ss a

v

| 44

12. Highlight the Ending date at the top of the Prompt box. The heading at the bottom right

changes to Ending Date.
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13.

Enter the date in m/d/yyyy format and go to step 15.

OR

Click the Ending date drop-down list on the lower right.

Result: A calendar displays.

14. Select the date you want to end.

Result: The ending date displays in the box and at the top of the page.

Prompts o)
Reply to prompts before running the guery.

v Starting date : 12/22/2005 12:00:00 AM Run Query

v Ending date : 2/10/2006 12:00:00 AM

4 [10/1/2003 12:00:00 AM..1/30/2006 1 v | | @2 Ending date

10/1/2003 12:00:00 AM ~ [2/10/2006 12:00:00 AM

10/2/2003 12:00:00 AM P —
10/3/2003 12:00:00 AM LI IHIESS &
10/6/2003 12:00:00 AM

10/7/2003 12:00:00 AM
10/8/2003 12:00:00 AM
10/9/2003 12:00:00 AM b’

15. Click Run Query.

Result: The report displays only ROCs with a Date of Contact within your selected date
range. Now, every time you open this report, you will be prompted for a date range.

16. Click Save.
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5.6 Adding Subtotals and Totals

Designing how to subtotal or total on a given field requires some thought about what to you
constitutes an item to be counted. For example, let’s say you have a report with Date of contact,
ROC Number, Issue Code and Facility Service or Section (FSoS), and you wish to count the total
number of Issues within a Date of contact. One ROC in your result set has the same Issue Code
for three different Facility Service or Sections (and displays 3 detail lines in the report). For
example:

Date of Contact: 01/22/2005

ROC Number Issue Code FSoS

442.200600044 SCo02 8S3
SCo02 9w
SC02 5N2

442.200600043 SC02 oW

Should the total number of issues for 01/22/2005 be counted as one Issue, four, or two?
Appendix C contains an explanation of the Count formula and gives the formula for different
ways of counting an Issue.

5.6.1 Subtotals - Count the number of Issue Codes within a Date of Contact

In this scenario, we are assuming that we want to count an issue as a distinct issue code within a
ROC, regardless of whether the same issue code has multiple FSoS or not. (In the above example
for ROC number 442.200600044, that would mean that the Issue Code SC02 would be counted as
1).

In this example, we start with a report that contains Date of Contact, ROC numbers, Issue codes
and FSoS. The ROCs are grouped by Date of Contact, and there is a break on ROC numbers so
that we have a break footer for each ROC number.

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click on the Issue code data within any ROC number, select Calculation>Count.
This creates a count of issues by ROC Number, and it also creates a count of issues by
Date of Contact at the end of each date of contact section.

3. If you don’t want a count of issues by ROC Number, you can delete the entire ROC
footer. Right click anyplace within the break footer for any ROC number, and select
Remove>Row.
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1/23/06

Issue code and name Facility service or section

;442.200{3[}[}[}?2 ACO01 Excessive Wait at Facility for a Sch 85E

SC01 Patient not Treated w/Dignity and R8SE

My ROC __lssus code and name _________Facilty service orsection

5442_2[}0{50[}0?5 SCO01 Patient not Treated w/Dignity and RADMINISTRATIVE
' SC01 Patient not Treated w/Dignity and RNURSING
SC02 Perceived Retaliation for Expressin!AQMINISTRATIVE

Count: 3

Result: This deletes the ROC footer row from every ROC. Now you should see just a
single count of Issues within a Date of Contact.

Note: Based on our definition, you may notice that the count doesn’t look right. By
default, WEBI counts the number of distinct Issue Codes within the section (i.e., the
Date of Contact in this case). If the same issue code appears in more than one ROC on
the same Date of Contact, that Issue Code value just counts as one. What we really want
to count is the number of distinct issue codes within each ROC and then total them by
Date of Contact. We need to tell WEBI how to count the ROCs.

4. Make sure that the formula toolbar shows beneath the main toolbar at the top. (If not,
select View>Toolbars>Formula.)

5. Make sure that the list of Available Objects shows up in the left hand pane. If not, you
can select it from the list just above the left hand pane. We will want this visible so we
can make sure to get the object names correct in our formula.

6. To correct the count, highlight any of the actual count values within a Date of contact.
The window should show the current formula =Count([Issue code and name]).

Note: In order to get the right count based on our assumption that an “issue” is a distinct
Issue Code within a ROC, you must specify that you want to count the distinct Issue Codes
within each ROC. To do that, edit the formula in the window to put together the ROC
number with the Issue Code (use + between field names to indicate that you want to put them
together, and remember that object names are case sensitive and must be surrounded by
square brackets).

7. Enter the new formula; =Count([ROC number]+[Issue code and name])

#1 + ¥ [=Count([ROC number]+{lssue code and name])

Note: In the example the heading name was changed to My ROC, but the object name
(ROC number) must be entered in the formula—not the heading name.

05-09-07 PATS User Guide 1.0 85



Chapter 5 — Ad Hoc Reports

8. Click the green check mark to validate and apply the new formula for the count.

9. Note that the count for Date of Contact 12/23/05 has now changed to the correct value of
four (4).

EEiiii code and name Facility service or section |

442 200600072 ACO1 Excessive Wait at Facility for a Sch 8SE
SCO01  Patient not Treated w/Dignity and RBSE

MyROC___lssue code and name ________Facily servics orsection _____|

442 200600075 SC01 Patient not Treated wiDignity and RADMINISTRATIVE
SCO01 Patient not Treated w/Dignity and RNURSING
SC02 Perceved Retaliation for ExpressinADMINISTRATIVE

Count: 4

10. Click Save.

Note: For a further explanation of why the count must include the ROC Number as well as
the Issue Code, and to see examples of formulas that let you count issues in other ways, see
Appendices B and C.

5.7 Saving a Report to your PC

You can save a report to your PC: you can save to Excel, to PDF format, or to Excel as a comma
separated value file.

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Select Document>Save to my computer as.

3. Select PDF.
Result: A dialogue box displays. You can Open, Save, or Cancel the PDF version of the
report.

4. Click Save.

Result: You are prompted to indicate where you want to save the file on your computer.
You can also change the name of the file or leave it as is.

5. Navigate to the directory you want to save the report to. You can leave the title as is or
give it a new title.

6. Click Save.
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Result: A dialogue box displays saying the download is complete. You can open the
report or close it.

7. Let’s look at the PDF version of the report you saved to your PC. Click Open.
Result: The PDF report displays.

8. Let’s close the report. Click the red X in the box in the right corner to close the
document.

Result: You are returned to the edit mode page.

5.8 508 Compliance

By default, WEBI builds reports in table format, where each data type is in a column with a
caption at the top. This structure isn’t compatible with how a screen reader operates; it reads left
to right, top to bottom. A better way to design the report for 508 compliance is to display a field
caption to the left of every field value.

To move captions to the left hand side of the data:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click anywhere within the report data and select Turn table to...
3. From the Available Formats on the right side of the dialogue box, select Form.

4. Click OK.

Result: The columnar format has been changed to display each field value with a leading
caption. Since the format has been completely changed, you may need to re-adjust the
size of your data cells.

5. Click Save.

5.9 Sharing Reports with other Advocates

The PATS application allows you to share report templates with other Patient Advocates. Your
individual reports are in your Private folder. You are the only one who can see these private
reports. All Advocates have access to reports that are in the Public Ad Hoc folder.

There are two ways to share a report with other advocates in the Public folder. The first way,
using the Share Report button is the recommended way because it does most of the work for
you. However, you can also use the Save As option (see important steps detailed below).
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5.9.1 Moving Reports to the Public Folder

When you share a report with other Advocates, you don’t want your Institution
data to display. When a new user opens the report, you want them to see data for
their own site. When you use:

= Share Report button: the system automatically sets a flag that will cause
the report to be refreshed with new data each time it is opened, based on
the user who is opening the report.

= Save As option: you must set the flag by using the Document properties
(see Use Save As to copy an existing report to the Public folder).

Use the Share Report button to copy a report to the Public folder (Recommended):

1. Onthe Ad Hoc Folder — Private Reports page, find the report you want to copy to the
Public folder.

2. Click the Share Report button.

Result: The message ““The report was copied to the Public Ad Hoc folder’ displays in
green at the top of the page. The report is now available to all users.

Use Save As to copy an existing report to the Public folder:

1. Onthe Ad Hoc Folder — Private Reports page, click on the report title you want to copy
to the Public folder.

2. Select Document>Edit.
3. Select Document>Properties.

4. Check the Refresh on Open box, so that the report will be refreshed with new data each
time it is opened.

Document Properties 7
Name Issue Codes

Author PATS_DUZ_520646541~CMPSYS_442

Description

Keywords

Last refresh date 05/31/2006 12:20:35 PM

Duration of the previous Refresh 1

Locale en_US

Title

Version Webl 6.5.0.0
Previous version Webl 6.5.0.0
Enhanced viewing mode

Refresh on Open

7) More Information

OK Cancel
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contain your site’s data. Since all Advocates have access to the Public folder,
Advocates from other Institutions will see your data.

5. Click OK.

ﬁ If you don’t set the Document properties to Refresh on Open, the report will

6. Select Document>Save As.

Result: A new window opens to prompt you for the save document information.

Ad Hoc Reporting

Save Document

El General

Tithe:

Keywards:

B Location
5 My Fokders
B U8 Favorites

B S Public Folders

B Categories

7. Title: Enter the name of the report.

8. Description (optional): Complete this field, so that other Advocates can tell what the
report covers.

9. Location: You must indicate the folder you want to save your report in. Select Public
Folder>PATS>Ad Hoc (highlight Ad Hoc, so the background turns grey).

10. Click OK.

11. Click on the Public folder link to display the Public folder listing and verify that the
report has successfully been copied.
5.9.2 Using a Reports from the Public Folder

Reports in the Public folder are available for all Advocates to view and use. Advocates can delete
any report in the Public folder. So, if there is report in the Public folder that you would like to use
or edit, move it to your private folder. (You can’t edit reports in the Public folder). Once you’ve
moved a report to your private folder, you can run the query and edit the report or leave it as is.

To copy a report from the Public folder to your own Private folder:

1. Click the Public folder link (on the menu bar).
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2. Find the report you want to copy to your Private folder and click on the title to open the
report.

3. Select Document>Save As.

4. Complete the title and description.

Note: You can use the same title or a different title.

5. Location: Since the private Favorites folder is the default folder, you don’t have to make
any changes.

6. Click OK.

Result: The report is copied to your Private folder.

7. Click the Private folder link (on the menu bar) and locate the report.

Note: You now have your own copy of the report in your Private folder. You can edit the
report or leave it as is.
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Chapter 6 - Maintenance (Patient Advocates & VPACS)

Patient Advocates will maintain lists of site data that can be used in ROCs. These values can be
maintained by any Patient Advocate with access to the site. These duties include:

» Add, update, activate, inactivate Congressional contact, Hospital Locations, and
Comp information

= Add, update, or remove boilerplate Resolution Text

Each VISN-Level Advocate (VPAC) will be responsible for maintaining the list of Facility
Service or Sections (formerly known as Service Disciplines in Patient Representative) for their
VISN. VPACs will add, update, activate, and inactivate Facility Service or Section options.

Note: Once information is added to the PATS maintenance tables, it cannot be deleted.
However, you can inactivate information, so that it is not visible to users entering or editing
ROCs.

In this Chapter

The following topics covered in this chapter.

Topic Page
6.1 Managing Congressional Contacts 92
6.2 Managing Hospital Locations 93
6.3 Managing Comps 95
6.4 Managing Boilerplate Resolution Text 97
6.5 Managing Facility Service or Section 99
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6.1 Managing Congressional Contacts

Patient Advocates are responsible for maintaining a list of Congressional contacts in PATS.
Update the list regularly, so that Congressional contacts are current. Congressional contacts are
shared by all divisions within the default institution (i.e., Congressional contacts entered by a user
logged on to station 110GA are also available to a user logged on to station 110 or 110GB and so

on).

CAUTION: Once Congressional contacts have been added to PATS tables, they cannot be
deleted. However, you can inactivate congressional contacts, so they are not visible to users

entering or editing ROCs.

6.1.1 Adding a Congressional Contact

To add Congressional contacts:

1. Onthe PATS menu bar, click Maintenance.

Result: The Table Maintenance page displays.

Table Maintenance - Congressional Contacts

Congressional OfﬁCEI Hospital LocationleomDsI Resolution Textl Facility Service or Section

(*) fields are required
*Congressional Contact:

Congressional Contact

Add

Inactivation Date

CONGRESSCONTACT, ONE Edit | Inactivate

CONGRESSCONTACT, TWO 04/25/2006
CONGRESSCANTACT, THREE 04/25/2006
CONGRESSCONTACT, FOUR

CONGRESSCONTACT, FIVE 04/25/2006
CONGRESSCONTACT, 5K 04/25/2006
COMGRESSCONTACT, SEVEN 04/25/2006
CONGRESSCONTACT, EIGHT

CONGRESSCONTACT, NINE 04/25/2006
CONGRESSCONTACT, TEN 06/01/2006

Activate

Activate

Activate
Activate

Activate

Activate

Activate

._.
N
I
<
o

=

=

2. Congressional Contact: Enter the name of the Congressional contact in the box.
You can enter up to 60 characters including spaces.
3. Click Add.

Result: A dialogue box displays, ““Are you sure you want to add this Congressional

contact?”

4, Click OK to confirm.
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6.1.2 Editing a Congressional Contact

To edit Congressional contacts:

1. Onthe PATS menu bar, click Maintenance.
2. Locate the Congressional contact in the list and click Edit.

3. Change the name as needed and click Update.

Result: The Table Maintenance page displays a confirmation message. The updated
information is displayed in the list.

6.1.3 Activating a Congressional Contact

To activate Congressional contacts that are inactive:

1. Onthe PATS menu bar, click Maintenance.

2. Locate the Congressional contact in the list and click Activate.
Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.
6.1.4 Inactivating a Congressional Contact

To inactivate Congressional contacts:

1. Onthe PATS menu bar, click Maintenance.

2. Locate the Congressional contact in the list and click Inactivate.

Result: The Inactivation date and an Activate button displays after the contact name.

6.2 Managing Hospital Locations

Patient Advocates are responsible for maintaining a list of hospital locations in PATS. Hospital
Locations must be entered for each division within the default institution (i.e., you must be logged
onto station 110 to enter or select Hospital Locations for station 110; you must be logged onto
station 110GB to enter or select Hospital Locations for station 110GB and so on).

Note: Hospital locations cannot be deleted from the PATS database after they have been added.
You can only activate or inactivate a hospital location.

05-09-07 PATS User Guide 1.0 93



Chapter 6 — Maintenance (Patient Advocates & VPACSs)

6.2.1 Adding a Hospital Location

To add a hospital location:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Hospital Locations tab.

Table Maintenance - Hospital Locations

Congressional ContactsIHOSDitm LOCﬁtiOﬁSIComDSIReso\ution Textl Facility Service or Section

(*) fields are required
*Haospital Location:

ADMITTANCE SOUTH

Add
Hospital Location Inactivation Date
sw | ean |
recese NEEH

05/30/2006

12 View All

3. Hospital Location: Enter the name of the hospital location in the box. You can enter

up to 30 characters, including spaces.

4. Click Add.

Result: A dialogue box displays, ““Are you sure you want to add this Hospital

Location?”’

5. Click OK to confirm.

Result: The hospital location is added to the list.

6.2.2 Editing a Hospital Location

To edit a hospital location:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Hospital Locations tab.
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3. Find the hospital location you want to change in the list and click Edit.

4. Change the location as needed and click Update.

Result: The Table Maintenance page displays a confirmation message. The updated
information is displayed in the list.

6.2.3 Activating a Hospital Location
To activate an inactive hospital location:
1. Onthe PATS menu bar, click Maintenance.
2. Click the Hospital Locations tab.
3. Find the hospital location you want to activate in the list and click the Activate

button.

Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.

6.2.4 Inactivating a Hospital Location

To inactivate a hospital location:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Hospital Locations tab.

3. Find the hospital location you want to inactivate in the list and click the Inactivate
button.

Result: The Inactivation date and an Activate button display.

6.3 Managing Comps

Patient Advocates are responsible for maintaining a list of comps in PAT. Comps are items to
compensate the person making the complaint for any inconvenience. Comps must be entered for
each division within the default institution (i.e., you must be logged onto station 110 to enter or
select Comps for station 110; you must be logged onto station 110GB to enter or select Comps
for station 110GB and so on).

Note: Comps cannot be deleted from the PATS database after they have been added. You can
activate or inactivate a comp.
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6.3.1 Adding a Comp

To add a comp:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Comps tab.

Table Maintenance - Comps

Congressional ContactsIHOSDital LocationslcompslResolution Textl Facility Service or Section

(*) fields are required

*Comp:
Add
Comp Name Inactivation Date
Cab ride home 05/17/2006
t-shirt 04/25/2006

3. Comp: Enter the name/description of the comp in the box.

Note: You can enter up to 30 characters, including spaces.

4. Click Add.

Result: A dialogue box displays, ““Are you sure you want to add this Comp?”’

5. Click OK to confirm.

Result: The comp appears at the end of the Comp Name list.

6.3.2 Editing a Comp

To edit a comp:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Comps tab.

3. Find the comp you want to change in the list and click Edit.

4. Change the comp as needed and click Update.

Result: The Table Maintenance page displays a confirmation message. The updated

information is displayed in the list.
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6.3.3 Activating a Comp

To activate a comp:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Comps tab.

3. Find the comp you want to activate in the list and click the Activate button.

Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.

6.3.4 Inactivating a Comp

To inactivate a comp:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Comps tab.

3. Find the comp you want to inactivate in the list and click the Inactivate button.

Result: The Inactivation date and an Activate button display.

6.4 Managing Boilerplate Resolution Text

Patient Advocates are responsible for maintaining “boilerplate” resolution text in PATS. This is

text that is often used in resolving issues. Boilerplate resolution text must be entered for each

division within the default institution (i.e., you must be logged onto station 110 to enter or select

Boilerplate resolution text for station 110; you must be logged onto station 110GB to enter or
select Boilerplate resolution text for station 110GB and so on).

6.4.1 Adding Resolution Text

To add resolution text:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Resolution Text tab.
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Table Maintenance - Resolution Text

Congressional Contactsl Hospital LocationIComDSI Resolution Text | Facility Service or Section

(*) fields are required
Issue Category: >

*Issue Code: b
*Resolution Text:

Add
Select an Issue Category: |Display All Entries b
Issue Code Resolution Text

Talked with offending party and they will
EMO1 correct. m

3. Issue Category (Optional): If you know the issue code or want to see a list of all
issue codes, leave this field blank.

If you want to limit the issue codes in the drop-down list (step 4), select a specific
issue category from the drop-down list.

4. TIssue code (Required): Select an issue code from the drop-down list.

5. Resolution text (Required): Enter the resolution text in the text box (8,000
characters including spaces).

Note: The system does not accept HTML commands. If you enter “<” followed by
“>” (i.e., < any text >), the text appears to contain HTML. Do not enter brackets.

6. Click Add.

Result: A dialogue box displays, ““Are you sure you want to add this Resolution
Text?”

7. Click OK to confirm.

Result: The Resolution Text is added to the corresponding Issue Code.

6.4.2 Editing Resolution Text

To edit resolution text:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Resolution Text tab.

3. Find the resolution text you want to change and click Edit.
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4. Change the resolution text and click Update.

Result: The Table Maintenance page displays a confirmation message. The updated
information is displayed in the list.

6.4.3 Deleting Resolution Text

To delete resolution text:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Resolution Text tab.

3. Find the Resolution text you want to delete and click Delete.

Result: A dialogue box displays and asks if you want to delete the resolution text.

4. Click OK to confirm. Click Cancel if you decide not to delete the text.

Result: The resolution text is deleted.

6.5 Managing Facility Service or Section

The VISN-Level Advocate (VPAC) is responsible for maintaining a list of Facility Services
or Sections in PATS. Facility Services or Sections are shared by all divisions within the VISN
(i.e., Facility Services or Sections entered by a VPAC in VISN 1 logged onto Bedford 518 are
also available to a user logged on to Manchester 608, Northampton 631, Togus 402 and so on).

Note: Facility Service or Sections cannot be deleted from the PATS database after they have been
added. You can only activate or inactivate a facility service or section.

Contact the VSSC prior to making any changes to ensure that changes do not adversely
impact the Rollup process.

6.5.1 Adding a Facility Service or Section

To add a Facility Service or Section:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Facility Service or Section tab.
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Table Maintenance - Facility Service or Section

Congressional ContactslHOSDitaI LocationleomDslResolution TextlFaCthv Service or SECtiOnl

(*) fields are required
*Fadility Service or Section:

Add
Fadility Service or Section Inactivation Date
ACUTE REHAB
ADMINISTRATIVE OFFICE
AGENT ORANGE CLINIC m
BDSL 04/21/2006
DENTAL LAB
DENTAL OFFICE
DENTAL RECORDS
ENGINEERING 04/25/2006

12 View All

NOTE: Contact the VSSC prior to making any changes to ensure that they do not adversely impact the Rollup process.

3. Facility Service or Section: Enter the name of the facility service or section in the

box. You can enter up to 50 characters, including spaces.

4. Click Add.

Result: A dialogue box displays, ““Are you sure you want to add this Facility Service

or Section?”’

5. Click OK to confirm.

Result: The new Facility Service or Sections is added to the listing.

Reminder: Be sure to inform Patient Advocates of changes made to Facility Services or

Sections.

6.5.2 Editing a Facility Service or Section

To edit a Facility Service or Section:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Facility Service or Section tab.

3. Find the Facility Service or Section you want to edit in the list and click Edit.

4. Change the label as needed and click Update.

Result: The Table Maintenance page displays a confirmation message. The updated

information is displayed in the list.
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Reminder: Be sure to inform Patient Advocates of changes made to Facility Services or
Sections.

6.5.3 Activating a Facility Service or Section

To activate an inactive Facility Service or Section:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Facility Service or Section tab.

3. Locate the facility service or section in the list and click Activate.

Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.

Reminder: Be sure to inform Patient Advocates of changes made to Facility Services or
Sections.

6.5.4 Inactivating a Facility Service or Section

To inactivate a Facility Service or Section

1. Onthe PATS menu bar, click Maintenance.
2. Click the Facility Service or Section tab.

3. Locate the facility service or section in the list and click the Inactivate button.

Result: The Inactivation date and an Activate button display.

Reminder: Be sure to inform Patient Advocates of changes made to Facility Services or
Sections.
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Chapter 7 — Maintenance (NPO)

As a National Program Office (NPO) administrator, you can add or change any of the following
information available to PATS users nationally:

= |ssue categories

= Issue codes

= Methods of contact

= Treatment statuses

= Contacting entities

= The number of days before an ROC is overdue

Note: Once information is added to PATS tables, it cannot be deleted. However, you can
inactivate information, so that it is not visible to users entering or editing ROCs.

In this Chapter

The following topics are covered in this chapter.

Topic Page
7.1 Managing Issue Categories 103
7.2 Managing Issue Codes 106
7.3 Managing Methods of Contact 109
7.4 Managing Treatment Status 111
7.5 Managing Contacting Entities 114
7.6 Changing the Number of Days for All ROCs 117

7.1 Managing Issue Categories

A National Program Office administrator is responsible for maintaining a list of issue categories
in PATS.

For issue categories, you can perform any of the following tasks:

» add an issue category

= change an issue category description

= change the sort order issue categories appear in the PATS drop-down list
= apply a customer service standard to an issue category

= inactivate an issue category, so that it is not visible or accessible to users
» reactivate an inactivated issue category

Note: Issue categories cannot be deleted from the PATS database after they have been added.
You can only activate or inactivate an issue category.
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7.1.1 Adding an Issue Category

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely

impact the Rollup process.

To add an issue category:

1. Onthe PATS menu bar, click Maintenance.

Result: The Table Maintenance — Issue Categories page displays.

ROC Expiration Days

Sort Order:

Inactivation Sort

Order

8
9

) Table Maintenance - Issue Categories

HZ\'H NOTE: Contact the VSSC prior to making any changes to ensure that they do not adversely impact the Rollup process.
Issue Category I Issue Code | Method of Contact I Treatment Status I Contacting Entit
(*) fields are required
*Issue Category: *Code:

Maintenance N
[J Customer Service Standard

Reports Add Change Sort Order

D National - g

Customer Service

Code Issue Category Standard
sC Staff Courtesy Yes m

Log Off AC  Access/Timeliness  Yes Edit JInactivate
OP  One Provider Yes Inactivate
PR Decisions/Preferences Yes m
EM  Emotional Needs Yes m Inactivate
CO  Coordination of Care Yes m
ED  Patient Education Yes Edit
FI Family Involvement Yes Inactivate
PC Physical Comfort Yes m
TR Transitions Yes Inactivate

10
123 View All

2. Issue Category (Required): Enter the name of the issue category. You can enter up

to 50 characters, including spaces.

3. Code (Required): Enter the 2 characters (alpha) issue code.

4. Sort Order (Optional): Enter a number (up to 999) for the order the issue categories
appear in the drop-down list on the Edit Report of Contact — ROC Issue Details page.

Note: If you don’t enter a sort order number, the issue category will appear at the end

of the list.

5. Customer Service Standard (Optional): Check the box if this issue is associated

with a customer service standard.

6. Click Add.

Result: A dialogue box displays, ““Are you sure you want to add this Issue

Category?”
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8.

Click OK to confirm.

Result: the Issue Category is added to the listing in the sort order indicated or at the
end.

Inform Patient Advocates of changes made.

Once you add an issue category, you must add an issue code (How? See page 106.)

7.1.2 Changing the Sort Order of Issue Categories

To change the sort order of issue categories:

1.

On the PATS menu bar, click Maintenance.

Click Change Sort Order.
Result: The Table Maintenance — Sort Order page displays.

Highlight the issue category and use the Up and Down buttons to reposition it.

Click OK.

Result: The Table Maintenance page displays a confirmation message. The updated
information is displayed in the list.

7.1.3 Editing an Issue Category

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely
impact the Rollup process.

To edit an issue category:

1. Onthe PATS menu bar, click Maintenance.

Locate the issue category and click Edit.

Result: Issue-Category — Edit page displays.

Change the name as needed and click Update.

Result: The Table Maintenance page displays saying the issue category was updated.

Inform Patient Advocates of changes made.

Note: Issue categories cannot be deleted from the PATS database after they have been added.
You can only activate or inactivate an issue category.
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7.1.4 Activating an Issue Category

To activate an inactive issue category:

1. Onthe PATS menu bar, click Maintenance.

2. Locate the issue category on the list and click Activate.
Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.
7.1.5 Inactivating an Issue Category

To inactivate an issue category:

1. Onthe PATS menu bar, click Maintenance.

2. Locate the issue category on the list and click Inactivate.

Result: The Inactivation date and an Activate button display.

7.2 Managing Issue Codes

A National Program Office administrator is responsible for maintaining a list issue codes in
PATS.

You can do the following:
= add anissue code
= change an issue code name or description
= inactivate an issue code so that it is not visible or accessible to users
» reactivate an inactivated issue code

An issue code consists of two letters to identify its category, followed by two or three numbers
(which PATS automatically adds).

Note: Issue codes cannot be deleted from the PATS database after they have been added. You
can only activate or inactivate an issue code.
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7.2.1 Add an Issue Code

Note: Contact the VSSC prior to making any changes to issue codes to ensure that they do
not adversely impact the Rollup process.

To add an issue code:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Issue Code tab.

Result: The Table Maintenance — Issue Codes page displays.

=
B
=]

@

ACO1

ACO02

ACO3

AC04

ACO5

AC06

ACO7

ACO8

AC09

AC10

Table Maintenance - Issue Codes
NOTE: Contact the VSSC prior to making any changes to ensure that they do not adversely impact the Rollup process.

Issue Category | Issue Code | Method of Contact I Treatment Status | Contacting Entit ROC Expiration Days

(*) fields are required

*Issue Code Name: *Issue Category:
v
Maintenance Description:
Reports
D National
Add
Log Off Code Issue Code Name Inactivation Date

Excessive Wait at Facility for a Scheduled Appointment
Excessive Wait at Facility for an Unscheduled Appointment
Excessive Delay in Scheduling or Rescheduling Appointment
Delay/Postponement in Scheduled Test/Procedures or Surgery
Delay in Receiving Test Results m
Excessive Wait for Care
Excessive Wait for Equipment
Delay Getting Pain Medications
Delay Getting Other Medications
Excessive Wait in Pharmacy m

1234567 ViewAll

3. Issue Code Name (Required): Enter the issue code name in the box. You can enter
up to 60 characters, including spaces.

4. Tssue Category (Required): Highlight the appropriate category on the Issue
Category drop-down list.

5. Description (Optional): enter a description.

6. Click Add.

Result: A dialogue box displays, “Are you sure you want to add this Issue Code?”

7. Click OK to confirm.
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8.

Result: The system-assigned Code and Issue Code Name display alphabetically in the
list.

Inform Patient Advocates of changes made.

7.2.2 Edit an Issue Code

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely
impact the Rollup process.

To edit an issue code:

1.

On the PATS menu bar, click Maintenance.

Locate the issue code and click Edit.

Result: The Issue Code — Edit page displays.

Change the description as needed and click Update.

Result: The Table Maintenance page displays a confirmation message. The updated
information is displayed in the list.

Inform Patient Advocates of changes made.

7.2.3 Activate an Issue Code

To activate an issue code:

1.

On the PATS menu bar, click Maintenance.

Locate the issue code on the list and click Activate.

Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.

7.2.4 Inactivate an Issue Code

To inactivate an issue code:

1.

2.

On the PATS menu bar, click Maintenance.

Locate the issue code on the list and click Inactivate.

Result: The Inactivation date and Activate button display.
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7.3 Managing Methods of Contact

A National Program Office administrator is responsible for maintaining the list of methods of

contact. You can:
= add a Method of Contact
= change a Method of Contact description
= change the sort order of Methods of Contact

= jnactivate a Method of Contact so that it is not visible or accessible to users

= reactivate an inactivated method of contact

Note: Methods of contact cannot be deleted from the PATS database after they have been added.

You can only activate or inactivate a method of contact.

7.3.1 Adding a Method of Contact

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely

impact the Rollup process.

To add a method of contact:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Method of Contact tab.

] Table Maintenance - Methods of Contact
% NOTE: Contact the VSSC prior to making any changes to ensure that they do not adversely impact the Rollup process.
Issue Category I Issue Code | Method of Contact | Treatment Status | Contacting Entity | ROC Expiration Days
(*) fields are required
*Method of Contact: *VSSC Code: Sort Order:
Change Sort Order
Reports
3 ational Method of VSSC Inactivation Sort
Contact Code Date Order
Log Off .
Email E 06/01/2006 6

3. Method of Contact: Enter the method of contact (up to 20 characters).

4. VSSC Code: Enter the 1-character (alpha) VSSC code.
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Note: The VSSC Code identifies the Method of Contact when the data is rolled up
to Austin for the VSSC reports.

5. Sort Order (optional): Enter up to 5 digits in the Sort Order box to indicate the
position on the displayed list. Leaving this field blank will default to the bottom of
the list.

6. Click Add.

Result: A dialogue box displays, ““Are you sure you want to add this Method of
Contact?”

7. Click OK to confirm.

8. Inform Patient Advocates of changes made.

7.3.2 Changing the Sort Order of Methods of Contact

To change the sort order of methods of contact:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Method of Contact tab.
3. Click Change Sort Order.

4. Highlight the method of contact you want to change and use the Up and Down
buttons to reposition it.

Note: You can move more than one item at the same time.

5. Click OK.

Result: The Table Maintenance page displays a confirmation message. The updated
information is displayed in the list.

7.3.3 Editing the Method of Contact

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely
impact the Rollup process.

To edit the method of contact:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Method of Contact tab.

3. Locate the method of contact on the list and click Edit.
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4. Edit the method of contact name as needed and click Update.

Result: The reminder box displays.

Note: If you changed a Rollup code, contact the VSSC in Austin so that they can
update their system to accept the code.

5. Click OK.

6. Inform Patient Advocates of changes made.

7.3.4 Activating the Method of Contact

To activate the method of contact:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Method of Contact tab.

3. Locate the Method of Contact on the list and click Activate.
Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.
7.3.5 Inactivating the Method of Contact

To inactivate the method of contact:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Method of Contact tab.

3. Locate the Method of Contact on the list and click Inactivate.

Result: The Inactivation date and Activate button display.

7.4 Managing Treatment Status

A National Program Office administrator is responsible for maintaining the list of Treatment
Statuses. You can:

* add a Treatment Status

= change a Treatment Status description

= change the sort order of Treatment Statuses

= inactivate a Treatment Status so that it is not visible or accessible to users
» reactivate an inactivated Treatment Status
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Note: Treatment Statuses cannot be deleted from the PATS database after they have been added.
You can only activate or inactivate a Treatment Status.

7.4.1 Adding a Treatment Status

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely
impact the Rollup process.

To add a treatment status:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Treatment Status tab.

=

Reports

£ national VSSC Inactivation Sort
Treatment Status  Code Date Order

Log Off

Table Maintenance - Treatment Status
NOTE: Contact the VSSC prior to making any changes to ensure that they do not adversely impact the Rollup process.

Issue Categor | Issue Code | Method of Contact | Treatment Status | Contacting Entit ROC Expiration Days

(*) fields are required
*Treatment Status: *VSSC Code: Sort Order:

Change Sort Order

W~

Not Registered at Site
No Patient Associated

o~

w

Treatment Status: Enter a new treatment status (up to 30 characters).

VSSC Code: Enter the 1-character (alpha) rollup code.

Note: The VSSC Code identifies the Treatment Status when the data is rolled up to
Austin for the VSSC reports.

Sort Order (optional): Enter up to 5 digits in the Sort Order box to indicate the
treatment status position on the displayed list. Leaving this field blank will default to
the bottom of the list.

Click Add.

Result: A dialogue box displays, “Are you sure you want to add this Treatment
Status?”

Click OK to confirm.

Result: The Table Maintenance page displays with the new Treatment Status.

Inform Patient Advocates of changes made.
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7.4.2 Changing the Sort Order

To change the sort order of treatment statuses:

1.

5.

On the PATS menu bar, click Maintenance.
Click the Treatment Status tab.
Click Change Sort Order.

Highlight the treatment status and use the Up and Down buttons to reposition the
selected Treatment Status.

Note: You can move more than one item at the same time.

Click OK.

7.4.3 Editing a Treatment Status

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely
impact the Rollup process.

To edit a treatment status:

1.

On the PATS menu bar, click Maintenance.

Click the Treatment Status tab.

Locate the treatment status on the list and click Edit.
Edit the treatment status as needed and click Update.

Click OK.
Result: The Table Maintenance page displays with the updated Treatment Status.

Inform Patient Advocates of changes made.

7.4.4 Activating a Treatment Status

To activate a treatment status:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Treatment Status tab.

3.

Locate the treatment status on the list and click Activate.
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Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.

7.4.5 Inactivating a Treatment Status

To inactivate a treatment status:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Treatment Status tab.

3. Locate the Treatment Status on the list and click Inactivate.

Result: The Inactivation date and an Activate button display.

7.5 Managing Contacting Entities

A National Program Office administrator is responsible for maintaining the list of Contacting
Entities. You can:

» add a Contacting Entity

= change a contacting entity description

= change the sort order of Contacting Entities

» inactivate a Contacting Entity so that it is not visible or accessible to users

» reactivate an inactivated Contacting Entity

Note: Contacting entities cannot be deleted from the PATS database after they have been added.
You can only activate or inactivate a contacting entity.

7.5.1 Adding a Contact Entity

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely
impact the Rollup process.

To add a Contacting Entity:

1. Onthe PATS menu bar, click Maintenance.

2. Click the Contacting Entity tab.

Result: The Table Maintenance — Contacting Entities page displays.
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‘ Table Maintenance - Contacting Entities
%3 NOTE: Contact the VSSC prior to making any changes to ensure that they do not adversely impact the Rollup process.
Issue Categor | Issue Code | Method of Contact | Treatment Status | Contacting Entities | ROC Expiration Days
(*) fields are required
*Contacting Entity: *#VSSC Code: Sort Order:
Maintenance
Change Sort Order
Reports
( nationat VSSC Inactivation Sort
Contacting Entity Code Date Order
Log Off .
Congressional co m 4
Central Office HQ 6
Veterans Service : :
Organization Vo 7
Attorney/Legal " :
Guardian/Conservator/Trustee AT 8
Director's Office DI m 9
Caregiver cG 06/01/2006 13

3. Contacting Entity: Enter a new contacting entity in the box (up to 50 characters).

4. VSSC Code: Enter the 2-character (alpha) VSSC code.

Note: The VSSC Code identifies the Contacting Entity when the data is rolled up to
Austin for the VSSC reports.

5. Sort Order (optional): Enter up to 5 digits in the Sort Order box to indicate the
contacting entity position on the displayed list. Leaving this field blank will default to
the bottom of the list.

6. Click Add.

Result: A dialogue box displays, ““Are you sure you want to add this Contacting
Entity?”

7. Click OK to confirm.

Result: The Table Maintenance page displays with the new Contacting Entity.

8. Inform Patient Advocates of changes made.
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7.5.2 Changing the Sort Order

To change the sort order of a contacting entity:

1.

On the PATS menu bar, click Maintenance.

Click the Contacting Entity tab.

Click Change Sort Order.

Highlight the Contacting Entity and use the Up and Down buttons to reposition it.

Click OK.

7.5.3 Editing a Contact Entity

Note: Contact the VSSC prior to making any changes to ensure that they do not adversely
impact the Rollup process.

To edit a contacting entity:

1.

On the PATS menu bar, click Maintenance.
Click the Contacting Entity tab.
Locate the contacting entity on the list and click Edit.

Edit the contacting entity or VSSC code and click Update.
Result: The Table Maintenance page displays with the updated Contacting Entity.

Inform Patient Advocates of changes made.

7.5.4 Activating a Contact Entity

To activate a contacting entity:

1.

On the PATS menu bar, click Maintenance.
Click the Contacting Entity tab.

Locate the contacting entity on the list and click Activate.

Result: The Inactivation date no longer displays; the Edit and Inactivate buttons
display.
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7.5.5 Inactivating a Contact Entity

To inactivate a contacting entity:

1. Onthe PATS menu bar, click Maintenance.
2. Click the Contacting Entity tab.

3. Locate the inactive contacting entity on the list and click Inactivate.

Result: The Inactivation date and an Activate button display.

7.6 Changing the Number of Days for All ROCs to Become
Overdue

A National Program Office administrator is responsible for maintaining the number of days
before an ROC becomes overdue. This becomes the setting for all ROCs.

To change the number of days before ROCs are overdue:

1. Onthe PATS menu bar, click Maintenance.

2. Click the ROC Expiration Days tab.
Result: The Table Maintenance — ROC Expiration Days page displays.

Table Maintenance - ROC Expiration Days

=
.
=)

Helb Issue Categon | Issue Code | Method of Contact | Treatment Status | Contacting Entit: ROC Expiration Days
(*) fields are required
*Number of Days for ROC Expiration: 7
Update
Reports Patient Advocate Tracking System (PATS)
(2 national Questions, Feedback: National Help Desk 888-596-4357

Log Off

3. Number of Days for ROC is Overdue: The default for an ROC to be considered
overdue is 7 days. Enter the number of days that an ROC is overdue (up to 999).

4. Click Update.
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Appendix A: Informational and Action Request
Notifications

The Patient Rep application used VistA mail to send alert notifications to employees regarding
patient complaints. The PATS application uses Outlook to send notifications. You might want to
explain to recipients what to do when they receive a notification. This appendix contains a sample
email that you can send to recipients of Informational or Action Request Notifications.

Sample Email to send to Notification Recipients:

“The Patient Representative system has recently been replaced by the Patient Advocate Tracking
System (PATS). The Patient Rep system used VistA mail to send alert notifications to employees
regarding patient complaints. The PATS application uses Outlook mail to send notifications.

If you receive a notification from the PATS system, do the following:
1. Inthe email message, note the division that sent the notification.
2. Click on the link in the email message.
Result: The PATS logon page displays.
3. From the division drop-down list, select the division that was specified in the e-mail.

4. Enter your VistA access and verify codes (i.e., the same as you use to access CPRS
or other VistA applications).

5. Press the Login button (if you press Enter, you will have to re-enter your access and
verify codes).

Result: The Notification displays.

View Informational Notification

You have been asked to view this page because a Patient Advocate wanls to bring a compliment or complaint to
your attention.

Notification Details

ROC Number : 442200600011 Date of Contact : 05/22/2006
Motification Sent By : PATSFA, ONE Information Taken By : SRCU, PATS
Redpient : PATSEMPLOYEE, ONE

Date Sent : 05/22/2006 Date Read :

Patient Name : PATSPATIENT, ONE Treatment Status : Outpatient

S5N : 000685184 Eligibility Status : EMPLOYEE

Contact Name or Description Number

fiione/Fax: PATSrelative 555-555-5555

Method of Contact ¢  phone Contacting Entities : Relative

ROC Issue Text : Patient was allergic to the cleaning solution that was used and became very ill while
waiting for the doctor. The patient was overcome and had to be taken to Emergency.

Log off

The PATS application has marked that you have received this Informational Notification.
The Patient Advocate will notify you if further action from you is needed.

Patient Advocate Tracking System (PATS)
Questions, Feedback: National Help Desk  B88-596-4357

6. If you receive an Informational Notification, view the Notification and then select
Log off.

7. If you receive an Action Request Notification, view the Notification, enter a response
to the Patient Advocate, and then log off.”
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Ad Hoc Exercises

Display Resolution

If the right side of your display is cut off when using the Ad Hoc reporting tool, you may need to
increase the resolution on your screen monitor.

1. At the bottom left of your screen, click Start>Control Panel>Display.

2. Select the Settings tab.

3. Inthe Screen resolution box, move the arrow to the right to increase the resolution.

Display Properties

Themes | Desktop | Screen Saver | Appearance | Setlings

Drag the monitor icons to match the physical arrangement of your monitars.

Display:

[1. Mutiple Moritors) on NVIDIA GeForce FX Go5200 v
Screen resolution Color quality
Less —J— More [Highest (32 bit v
1024 by 768 pixels 1 /m | mm | m
[ Identify H Troubleshoot. I [ Advanced ]
[ oK } l Cancel ] [ Apply ]
4. Click OK.

Scenario #1: Building a Report Query

To create a new report, the first thing you do is build the report query—that is, you define the
fields you want to include in the report.

1. To obtain the URL for PATS on the EMC Training account, send an email to VHA
HSITES EMC HEV Support.

Note: This tutorial was created as part of PATS National training. You can use your
production account to perform these exercises; however, the data will look different from
the examples shown. If you use your production account, log on to your own division
using your VistA access and verify codes. When you are finished, you can delete any
reports you created.
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Log into Test Parent Stn 110 (110) using your Student Access and Verify codes.
On the PATS menu bar under Ad Hoc, select the Private link.
Click the Add button.

To define the objects that you want in your report query, you move objects from the
Universe pane to the Result Objects pane by:

= Double-clicking the object name, or
= Highlighting the object and clicking the >> arrow next to the Result Objects

pane.
Universe Result Objects
Display by objects - E
=441 PATS Universe - Training A E
=Ii53 Report of Contact (ROC) Data
=) Clinical appeal (Y/N)?
=] Comp name
71 Congressional contact
71 Contacting entity
71 Date of contact Query Filters
71 Date ROC closed
7] Date ROC overdue E
=) Employee invelved E
71 Entered by
71 Facility service or section E
71 Hospital location

6. Move these fields to the Result Objects pane:

* Institution number and name (click the + next to the words Institution
number)

= Hospital location

= Date of contact

= Patient name

= Issue code and name (click the + next to the words Issue code)

=  ROC number
Result: When you move Institution number and name to the Result Objects pane, it also
brings over Institution number. The reason for this is Institution number and name is part

of the Institution number group. The same thing occurs when you move Issue Code and
name to the Result Objects pane.

. Highlight Institution number (blue box) and use the << arrow to delete the Institution

Number box from the Result Objects pane.

Highlight Issue code (blue box) and use the << arrow to remove Issue Code box from
the Result Objects pane.

Click the Run Query button. This is like running the report in Patient Rep.
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Result: The first time you run the query, WEBI will automatically put all of the fields you
selected into the report.

10. Click the Save button (to the right of the Insert button; icon is a disc).

Result: A new window opens to prompt you for the save information.

Return to Main page Retum Lo Private Ad Hor Regarts
Ad Hoc Reporting

Save Document

[0 | Cancel |

o When you’re working on a document/report, it’s always a good idea to save your
work often. That way, if you’re in the middle of editing a report and you get called
away and time out, or if you accidentally click on a link that takes you out of the
report, you won’t lose all of the work you’ve done. The ad hoc reporting tool is set
to time out after 20 minutes of inactivity, so be sure to save your work after you
make any changes.

11. In the Title box, enter Issues by Location n (where n is your Student number and your
initials).

12. Though the Description is optional, it is recommended that you enter a description to
help readily identify the report in the listing. This will be important as you create more ad
hoc reports.

Let’s add the description: Report displays the Institution, Issues, patient name and
date of contact grouped by Location within a date range.

13. Although you see several different folders, you can only save your private reports in the
Favorites sub-folder under My Folders. (That’s the default folder that will be
highlighted).

14. Click OK.
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Scenario #2: Creating Filters and Prompts

You will notice that the Issue code and name field is blank on some of the records in our report.
These are ROCs where issue codes have not been assigned yet. On this report, you will be doing
totals by issue code, so before you start designing our report, let’s go back to the query again and
limit the data--create a filter--that will only select ROCs that have at least one issue code.

Filter: Issue Codes

1. Verify you are in the Edit mode by making sure that the Edit Query button appears in the
upper right side of the screen. (To return to Edit mode, select Document>Edit.)

2. Click the Edit query button.

3. Inthe Universe pane on the left, highlight Issue code and click the >> arrow key to the
left of the Query Filters pane.

Result: Issue Code in List displays in the Query Filters pane.

Query Filters

“1 Issue code In List: |

4. At the bottom of the Query Filters pane, click the filter criteria drop-down list (In List
drop-down) and highlight Ts not Null. This command tells the system to show only
ROCs that have at least one issue code. Notice that the Filter and Prompt buttons are
grayed out.

5. Click the Update Filter button.

Result: The “Issue code Is not Null”” button displays in the Query Filters pane.

Query Filters

i
1 Issue code Is not Null |

6. Click the Run Query button.
Result: All listed ROCs display an Issue Code.

7. Click the Save button.

Add a Prompt for Date of Contact

In order to use a report from month to month, you can set up a prompt. For example, you could
set up a prompt for starting and ending Date of Contact. Reports cover data for the current fiscal
year and the two previous fiscal years. If you want more current information, you could limit the
date range for Date of Contact to the current fiscal year, current quarter, or whatever meets your
needs.
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1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)
2. Click the Edit query button.

3. Inthe Universe pane on the left, highlight the Date of Contact and press the
>> arrow to the left of the Query Filters pane.

Result: The Issue code Is not Null AND Date of Contact in List displays in the Query
Filters pane.

4. Click the filter criteria drop-down list (In List drop-down) and highlight Between.

5. Make sure that the Prompt button is selected.

6. You could accept the default value for the prompt text (what you see when you run the
report and are prompted for values), but let’s change the values to Starting Date and
Ending Date.

= In Prompt text 1 box enter Starting Date.

= In the Prompt text 2 box enter Ending Date.

(O Filter

@ Prompt & Updatd
Prompt text 1: |Starting Date | Prompttext2: |Ending Date| Properties

71 Date of contact | Between

7. Click the Update Filter button at the right (this button may be partially cut off).

Result: The Date of contact Between prompt (“Starting Date’) And prompt (‘Ending
Date’) displays in the Query Filters pane.

~1 Date of contact Between prompt('Starting date') And prompt{'Ending Date") I

8. Click the Run Query button to rerun the query.

Result: The Prompts box displays.

9. You should see the heading Starting Date above the prompt box on the lower right hand
side. If you don’t see the Starting Date, click on the word Starting Date on the top left,
where it says Prompts.
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Prompts

&

Reply to prompts before running the query

v Starting date :
v Ending date :

Run Query

L[] 10/1/2003 12:00:00 AM..1/30/2006 1 V| 3 @

Starting date (

10/1/2003 12:00:00 AM
10/2/2003 12:00:00 AM
10/3/2003 12:00:00 AM
10/6/2003 12:00:00 AM
10/7/2003 12:00:00 AM
10/8/2003 12:00:00 AM
10/9/2003 12:00:00 AM

~

v

N

|

Mfdfyyyy himm:ss a

10. In the box below Starting Date, enter 8/1/2006 in m/d/yyyy format. You don’t have to

enter a time.

11. Click on Ending Date at the top left.

Result: The starting date you entered displays in the top box.

Prompts

Reply to prompts before running the guery.

v Starting Date : 08/01/2006
* Ending Date

Cancel

(] 8/1/2006 12:00:00 AM..12/6/2006 12 V| 3 @

Ending Date

8/1/2006 12:00:00 AM
8/9/2006 12:00:00 AM
8/10/2006 12:00:00 AM
8/24/2006 12:00:00 AM
10/19/2006 12:00:00 AM
10/26/2006 12:00:00 AM
12/6/2006 12:00:00 AM

|

Mfdiyyyy hmm:ss a

12. In the box below Ending Date, enter 12/29/2006 in m/d/yyyy format.

Prompts

Reply to prompts before running the query

v Starting Date : 08/01/2006
®  Ending Date

Run Query

Cancel

1 8/1/2006 12:00:00 AM..12/22/2006 1 V| 3 @

Ending Date

&(1/2006 12:00:00 AM
6/9/2006 12:00:00 AM
&(10/2006 12:00:00 AM
8/24/2006 12:00:00 AM

~ [12/20/20086

M/diyyyy hrmmess a
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13.

Click on Ending Date in the top left to accept the date you’ve entered.

Prompts %

Reply to prompts before running the query

Starting Date : 08/01/2006 Run Query
Ending Date : 12/29/2008

14.

15.

16.

17.

18.

19.

Click the Run Query button.
Result: The report only displays ROCs between 8/1/2006 and 12/29/2006.

Click the Save button.

o To have the prompt for new starting and ending dates display and to refresh the
data each time you open the report, set Refresh on Open in the Document
Properties.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

Select Document>Properties.

Result: the Document Properties box displays.

Check the Refresh on Open box.

Document Properties F
Name Issues by Location

Author PATS_DUZ_10000000084~CMPSYS_110

Description Report displays the Institution, Issues, patient name, and D

ate of contact grouped by Location within a date range

Keywords

Last refresh date 01/18/2007 12:00:01 PM

Duration of the previous Refresh 0

Locale en_US

Title

Version Webl 6.5.0.0

Previous version Webl 6.5.0.0

Enhanced viewing mode
]

7) More Information

You can
viewing

ng Enhanced ~
orts each time v

Uter screen Dy select

updaate results on r

can request Web Intellige

L OK JL Cancel J

Click the OK button.
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20. Click the Save button.

Scenario #3: Deleting a column from the report

Now you’re ready to start designing our report. WEBI created an initial design by putting all of
the fields you selected during the query onto the report. The ROC number was added to the report
because you’ll need it later for a calculation, but let’s not display it on the report. You can delete
the field from the display but still access the information.

To delete a column from the report:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click on any data cell in the ROC number column.

3. Select Remove>Column.

Result: The column is deleted from the report, but the ROC number is still in the
Available Objects list.

Note: When you delete a column or section from the display, the information is still
available. Since the object (data field) is in the Available Objects list, you can add it back
into the display if you want.

4. Click Save.

Scenario #4: Creating sections — Group the data by Institution

Dividing reports into sections enables you to group related information together in reports.

To create a section:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click any data cell in the Institution number and name column and select Set as
section.

Result: Institution number and name becomes a section header and groups the other
items in a block beneath the header.

130 PATS User Guide 1.0 05-09-07



Appendix B: Ad Hoc Tutorial

110A1 - TEST Child Stn 110A1

Hospitalocation _Date of contact _Patient name ___ssue cods and name _|

;GENERAL MEDICIN 12/22/06 PATSPATIENT, SEVAC02 Excessive Wait at |
EGENERAL MEDICIN 12/22/06 PATSPATIENT, SEVACO6 Excessive Wait foré
ENUR 5D 12/21/06 PATSPATIENT, NINEEDO2 Purpose/side effecé
ERADIOLOGY 12/20/06 PATSPATIENT, TENEV02 Difficulty Finding Pc
RA TEST MAIN FLO 12/19/06 PATSPATIENT, NINESCD1  Patient not Treated;

110 - TEST Parent Stn 110

Hospita ocation

10TH FLOOR 12/22/06 PATSPATIENT, TEKRIO1 Missing Personal Pr
SWEST PSYCH  8/24/06 PATSPATIENT, NINESCO1  Patient not Treated
DENTAL 8/9/06 PATSPATIENT, ONESCO1 Patient not Treated

o Before you save, make sure that everything is the way you want it. Once you click
Save, the Undo button doesn’t work on the last change. Of course, you can always edit
the report to undo a change.

3. Click Save.

Scenario #5: Breaking by Location — Another way to group data

In this section, you will group the data by Location. You will create a new section as you did
with the Institution, but let’s see another way to group data that WEBI refers to as breaking.

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click in any data cell in the Hospital location column. Click on Break>Insert to
group the other items within the block by location.

Result: You may notice a new line at the bottom of each location that contains the name
of the location, but no other data. This extra line at the bottom is called the break footer.
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110A1 - TEST Child Stn 110A1

Hospita ocation_Date of contact

GENERAL MEDICIN 12/22/08 PATSPATIENT, SEVAC02 Excessive Wait at |

12/22/06 PATSPATIENT, SEVACO6 Excessive Wait for
GENERAL MEDICIN

HospitalIocaton _Date of contac

NUR 5D 12/21/06 PATSPATIENT, NINEEDD2 Purpose/side effec
NUR 5D

Hospita ocation
RADIOLOGY 12/20/06 PATSPATIENT, TENEV02 Difficulty Finding Pz
RADIOLOGY

3. Because the data you’ll be putting in this report will take up quite a bit of space, let’s pull
the location out of the table and put it above the rest of the data as a header.

UNDO the break by clicking the Undo button.

Scenario #6: Creating sections — another way to group the data
by Location

To create a section:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Now let’s make Hospital location a section within the Institution section. Right click any
data cell in the Hospital location column and select Set as section.

Result: Hospital Location becomes a section header and groups the other items in a
block beneath the header.

132 PATS User Guide 1.0 05-09-07



Appendix B: Ad Hoc Tutorial

3.

110A1 - TEST Child Stn 110A1

GENERAL MEDICINE

12/22/06 PATSPATIENT, SEVAC02 Excessive Wait at |

12/22/06 PATSPATIENT, SEVACO6 Excessive Wait for

NUR 5D

12/21/06 PATSPATIENT, NINEEDO2 Purpose/side effec

RADIOLOGY

12/20/06 PATSPATIENT, TENEWV02 Difficulty Finding Pz
Click Save.

To keep the Location section entries together on a page:

Sometimes data within a location will be split between two pages. It would be preferable to keep
all the data for a location on one page.

1.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

Right click to the right of the Hospital location cell, so that the entire section is
highlighted, including the location, and the block of data below it.

Select Format>Section.
Select the Layout Properties tab and check the Avoid page breaks in a block box.

Result: The report will then insert a page break to keep all data within one location
together on one page. Of course, if there is too much data to fit on a single page, they will
be split between two pages.

Click OK.

Click Save.
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Scenario #7: Adding a field to an existing report

To add a field to a report after you’ve run the query, you need to change or edit the query, so that
the field gets pulled from the database when the report is run. Let’s add Issue Text to the report.

1.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

Click the Edit Query button.

From the Universe pane on the left side, double-click Issue Text or highlight it and use
the >> arrows to move it into the Result Objects pane.

Click the Run Query button.

Result: The Prompt box displays. You can change the dates or run the query with these
dates. Let’s leave the dates as is.

Click the Run Query button.

Result: Issue Text doesn’t appear in your report. WEBI only displays all the data fields
the first time you run a query. After that, WEBI doesn’t make any changes to the report
design because it doesn’t want to second-guess you. Remember that the query returns the
data, and the report design determines how or even if the data appears on the report.

kel  Available Objects -

=l (g5] Available Objects
=] Date of contact
71 Hospital location

7 Issue text 110A1 - TEST Child Stn 110A1

] Patient name
71 ROC number

p Institution number and name GENERAL MEDICINE

p Issue code and name

(g5] Variables

12/22/06 PATSPATIENT, SEVAC02 Excessive Wait at |
12/22/06 PATSPATIENT, SEVACO6 Excessive Wait for

o The field is available to be added to the report. You will see a list of available
objects in the left panel.

(To display the left panel with Available Objects, click the Show left panel icon

(K1) at the top left of the report, or select View>Left Panel from the toolbar at the
top. From the drop-down list, select Available Objects.)

6. First you’ll add the column in the report and pull in the data. Let’s insert the new column
to the right of the Patient Name, so right click in any data cell in the Patient Name
column.

7. Select Insert>New column>right.

Result: A blank column displays.
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8. Drag the blue box next to Issue Text to a blank data cell (don’t drag it to the header) in

9.

the new column.

Click Save.

110A1 - TEST Child Stn 110A1

GENERAL MEDICINE

Date of contact _Patient nams __lsus text ___ssus cods and name _|

12/22/06 PATSPATIENT, SEVDr. Smith made me ‘AC02 Excessive Wait at |
12/22/06 PATSPATIENT, SENMDr. Smith made me "AC06 Excessive Wait for
NUR 5D

Date of contact _patientname __lssue text ___issue code and name _
12/21/06 PATSPATIENT, NINEPatient felt that they :ED02 Purpose/side effec

Scenario #8: Subtotals - Count the number of Issue codes within
a Location

Now let’s add subtotals to our report that count the number of Issue Codes within a Location.

1.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

Right click in any data cell in the Issue code and name column. Select
Calculation>count.

Result: A new row displays at the bottom of each Location with the count of Issue codes.

DENTAL
Date of contact _Patient name __ssue text ____ssue code and name _|
8/9/06 PATSPATIENT, ONENo data present inthSC01 Patient not Treated
8M0/oa PATSPATIENT, EIGIDentist was rude betEMO1 Emotional Needs n¢
8M0/06 PATSPATIENT, EIGIDentist was rude betSC01 Patient not Treated
8/24/06 PATSPATIENT, FOLNo data present inthSC01 Patient not Treated
8/24/06 Mo data present in thAC02 Excessive Wait at F
Count: 3
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o You may notice that the count doesn’t look right (Dental on page 2). WEBI by default,
counts just the number of distinct Issue Codes, so if the same issue code appears more than
once within a location, that Issue Code value just counts as one. If the same issue code

appears in two different ROCs, you want to count it as 2, so you really want to count the
number of distinct issue codes in a ROC.

3. Make sure that the formula toolbar shows beneath the main toolbar at the top. (If not,
select View>Toolbars>Formula.)

v K| |

4. Make sure that the list of Available Objects shows up in the left hand pane. (If not, select
View>Left panel from the top toolbar, then select Available Objects from the drop-

down list.) You want to display the Available Objects list, so you can enter the correct
object names in the formula.

5. To correct the count, highlight a cell with a count value. The window should show the
current formula =Count([Issue code and name]).

o In order to get the right count, you want to count the distinct Issue Codes within each ROC.
You deleted the ROC number from the display but the data can still be accessed. Let’s edit
the formula in the window to put together the ROC number with the Issue Code. Enter +
between field names to indicate that you want to put them together, and remember that field
names are case sensitive and must be surrounded by square brackets) (i.e., you’re counting
the distinct combination of ROC number and Issue Code).

6. Enter the new formula: =Count([ROC number]+[Issue code and name])

#3 ¥ [=Couni([ROC number]+[Issue code and name])

o Data item names are case sensitive.

7. Click the green check mark to validate and apply the new formula for the count.

8. Note that the count has now changed to the correct value (from 3 to 5).
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DENTAL
Date of contact _Patient name __ssue text ____ssue code and name _|
8/9/06 PATSPATIENT, ONENo data present inthSC01 Patient not Treated
8M10/06 PATSPATIENT, ElIGIDentist was rude betEMO1  Emotional Needs ne
8M10/06 PATSPATIENT, ElGIDentist was rude beiSC01  Patient not Treated
8/24/06 PATSPATIENT, FOLNo data present inthSC01 Patient not Treated
8/24/06 Mo data present in thAC02 Excessive Wait at F
Count: 5
9. Click Save.

Scenario #9: Grand Totals - Count the total number of issue
codes

Let’s add a grand total that counts the Issue Codes.

To add a footer for the grand total:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. You need a place to put our grand total. First you’ll put some space at the bottom of our
report (called a footer).

3. Right click in a blank area outside the data.
4. Select Format Report.

5. Later on you’ll be putting a heading on our report, so as long as you’re here you’ll set up
both a header and a footer.

On the General tab, check the Show header box and check the Show footer box.

6. Enter .5 for the header and footer height (you may want to adjust the height; see what
works), then click OK.

Result: There is empty space above and below the data for the header and footer. Now
you need to move a blank cell into the footer so you have a place to put the grand total.

7. Verify that the left panel is displayed. (If not, click the Show left pane icon (K1) at the top
left of the report, or select View>Left Panel from the toolbar at the top.)
8. Click the drop-down list at the top of the left pane, and select Chart and Table Types.

Result: The categories of chart, table, and cell types appear.
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kd  Chart and Table Types -

™" Vertical Table
I Crosstab
=] Form
—| ™= Chart Types
+ Hﬂ Bar Charts
Hpe Line Charts
| Area Charts
H ¢ Pie Charts
+ $ Radar Charts
-y Cells
=Ij Formula and Text Cells
[ Blank Cell
[ Drill Filters
[] Last Refresh Date
1 Document Name
-I] Page Number Cells
[] Page Number
[] Page Number/Total Pages
[ Total Number of Pages

o If the Cells category is not visible, click the + next to Report Elements.

10.

11.

12.

13.

14.

15.

Click the + next to Cells.

Click the + next to Formula and Text Cells.

Scroll to the bottom of the report. Drag the box next to Blank Cell to the report footer.
Result: The top of the report displays

Scroll to the bottom of the report again and click in the blank cell to make sure it’s
highlighted.

Make sure that the formula toolbar shows beneath the main toolbar at the top. (If not,
select View>Toolbars>Formula.)

As before, in order to get the correct total, you want to count the distinct Issue Codes by
ROC Number.

Enter the formula in the formula bar:
=Count([ROC number]+[Issue code and name])
OR

a. Highlight a Count cell and copy the formula (Ctrl C).
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16.

17.

18.

19.

b. Highlight the footer cell.
c. Click in the formula cell at the top and paste the formula (Ctrl V).

Let’s put a caption on the total. Edit the existing formula to add the caption to the
formula, so that it now says:

="Total Issues: “+Count([ROC number]+[Issue code])

Click the green check mark to validate and apply the new formula for the count.

Total Issues: 24

Scroll to the bottom of the report again. Right click on the cell and select Format>Cell.
You then have the option of changing the font, changing the size of the cell, changing the
layout of the cell (i.e., the position within the footer), and controlling whether you have a
border around the cell.

Click Save.

Scenario #10: Add atitle and page numbers

Creating a title on the report

1.

2.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

Verify that the left panel is displayed. (If not, click the Show left pane icon (=) at the top
left of the report, or select View>Left Panel from the toolbar at the top).

Click the drop-down list at the top of the left pane, and select Chart and Table Types.

Result: The categories of chart, table, and cell types appear.
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el Chart and Table Types =

i PO AR R e

"™ Vertical Table
I Crosstab
=] Form
—I[F= Chart Types
ikt Bar Charts
Hp Line Charts
|l Area Charts
+ Pie Charts
+ 4 Radar Charts
= Cells
- Formula and Text Cells
[ Blank Cell
[ Drill Filters
[ Last Refresh Date
[ Document Name
=11 Page Number Cells
] Page Number
[ Page Number/Total Pages
[]J Total Number of Pages

o If the Cells category is not visible, click the + next to Report Elements.

4. Click the + next to Cells.

5. Click the + next to Formula and Text Cells.

6. Select the Blank Cell format and drag the box next to Blank Cell onto the header.

7. Right click in the blank cell.

8. Select Format>Cell.

9. On the General tab in the Name box, enter the title of the report—Issues by Location.

10. If you want the title to appear on every page of the report, select the Layout Properties
tab and check the box next to Repeat on every page.

11. You also have the option of changing the font, alignment (within the cell: left, center,
right), and the border under the title.

12. Click OK.

13. Click Save.
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Creating page numbers for the report

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Click the arrow to the right of the drop-down list box and select Chart and Table Types.

3. Click the + next to Page number cells and select the type of page number you want.

=) Page Number Cells
[ Page Number
[1 Page Number/Total Pages
[ Total Number of Pages

4. Scroll down to the bottom of the page, and drag the box next to the page-number type to
the footer.

5. Scroll down to the bottom of the page again, and right-click in the page number cell.
6. Select Format>Cell.

7. 1f you want the word Page along with the number (e.g., Page 1, Page 2), on the General
tab in the Name box, type Page and a space (i.e., Page [page]).

8. You also have the option of changing the font, color, alignment of the page number, and
if you have a border around the page humber or not.

9. Change the font to Italic.
10. Select the Border tab and click the Thin drop-down list arrow and select None.

11. Click OK. Scroll down to the bottom of the page again to see the results.

Total Issues: 24 Page 1

12. Click Save.
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Scenario #11: Displaying long text fields

o You may notice that some of the data fields in the report are cut off. For fields that have a

maximum length such as Patient name and Issue code and name, you can hover over the
column until you see the left and right arrows, then left click and drag the right hand side of

the column larger. There’s another way to make a field larger, which you’ll learn in this

exercise.

Maximum Length Fields

1. Verify you are in the Edit mode. (To display the Edit Query button, select

Document>Edit.)
Right click any data cell in the Patient name column and select Format>Cell.
Result: The dialogue box to format a cell pops up and opens to the General tab.

Let’s change the value of inches in the box following the caption Specify width to 1.5.

o This may still cut off some patient names; you can adjust this later if you want to.
Click OK.

Result: The cell holding the patient names is wider.

5. Click Save.

o Patient names can be a maximum of 60 characters, so you can set the cell to a size that

will be long enough to hold any patient name. But what about the Issue text or
Resolution text? They can vary greatly in length.

Variable Length Fields

1. Right click any data cell in the column Issue text and select Format>Cell.

Result: The dialogue box to format a cell will pop up, open to the General tab.

To make the cell a bit wider, change the value of inches in the box following the caption
Specify width to 2.

Check the box that says Wrap text.
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4. Uncheck the box that says Specify height.

Result: The height of the cell will increase, depending on the length of the text.
5. Click OK.
6. Click the Save button.

7. Repeat steps 1-6 for Issue Code and Name.

Scenario #12: The report design toolbar

Let’s go back and look at some additional features of the report tool. First, let’s return to the
screen that shows us a list of all our private reports. You will see our new report on that list.

1. Click on the Return to Private Ad Hoc Reports page link.

2. Find and click on the report named Issues by Location n in the report listing.

o At this point, the application has just opened the report. The default is to open the report
showing the data from the last time you ran the query. You can refresh the data by clicking
the Refresh bar. If your report has prompts, like the one you created, you will be prompted
for new values. You can leave the dates as is or change the starting and ending date values.
Then the query is re-run to refresh the data. However, you can cause the query to re-run and
refresh the data each time you open the report by setting the Refresh on Open parameter.

3. The application just assumes you want to see the report, but what if you want to edit it?
Notice that the Edit Query button isn’t displayed in the toolbar. Click the Document drop-
down list and select Edit.

Result: The report design toolbar displays.

I ] Document - View - Insert - | (O] Save @} Find | (# Undo (#) Redo | Zoom 100% - » M [F) Edit Query | % Refresh Dalal

Document: Displays actions you can take on the entire document (report).
Save: Works the same as the Save button.

Save As: Save a second copy of the report with a different name. (Useful when you
want to experiment without changing your original report, or when you want to use
an existing report as the basis for a new report.)

Refresh on Open (using Document>Properties from the toolbar), so that
your data is not displayed to other sites. (You may notice that in the
screen that prompts for the report title and description, there is a Refresh
on Open checkbox, but there is a bug and this will not cause your data to
refresh. You must edit the report and use Document>Properties to set
this feature.)

ﬁ If you save the report to the Public folder, you must set the Property to
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Save to my computer [Excel (open or save an Excel file), PDF, CSV (Excel Comma
Separated Values file)]: Allows you to save the report results in a different format on
your PC.

Properties: Allows you to see the document name and description, and to set some
properties. If you want the report to re-run the query and refresh the data on your report
each time you open it, you can check the Refresh on Open checkbox here.

View: Let’s you control your local view of the report while editing or viewing the data.
Page mode (default), Draft mode (shows the entire report), PDF mode, Left Panel (show
or hide), Toolbars (show or hide the formatting, report, or formula toolbar).

Preferences: Allows you to control some elements of the behavior of the ad hoc tool. In
most cases you’ll want to use the default behavior.

Insert (New row, New column, Break, Filter, Sort, Calculation): Another way of
performing actions during report editing, rather than using right-click to perform the
action.

Save: The first time a report is saved, you’re prompted for a report name, description,
etc. After that, the Save button just saves the latest changes you’ve made.

Find: Used to search the report data for a certain value (for example, for a particular Date
of Contact).

Undo: Undo the last change.
Redo: Reinstate the last change that you undid or deleted (undo the undo).
Pages: Moves you to the first page, back a page, forward a page, last page.

Edit Query: To change from Report Design mode to Edit Query mode in order to either
add or delete a field available to the current report, or to change the filter on the data
returned to the report.

Refresh: Refreshes the data. This re-runs the query, using the current query filter values.
If there are parameters on the report, you will be re-prompted for new parameter values.

Scenario #13: Save a report to your PC

You can save a report instance on your PC, either for a historical record, to email to a colleague,
or perhaps you want to download the results to Excel in order to create graphs. You have several
options: you can save to Excel, to PDF format, or to Excel as a comma separated value file. This
exercise covers how to save your reports in PDF format.

1.

Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

From the Document drop-down list, select Save to my computer as.
Then select PDF.

Result: A dialogue box displays. You can Open, Save, or Cancel the PDF version of the
report.
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4. Let’s save the report. Click Save.

Result: You are prompted to indicate where you want to save the file on your computer.
You can also change the name of the file or leave it as is.

5. Indicate the directory you want to save the report to. You’ll leave the name as is.
6. Click Save.

Result:

= Adialogue box displays saying the download is complete. You can open the report or
close it.

= If adialogue box doesn’t display, open the report from the directory where you saved
it. Then go to Step 8.

7. Let’s look at the PDF report. Click Open.
Result: The PDF report displays.

8. Close the report by clicking the red X in the box in the top right corner.

Scenario #14: Saving a public report

This section explains how to share a report with other Patient Advocates. You will copy a report
from your Private folder to the Public folder. All Advocates have access to the Public folder.

1. Atthe top of the page, click on the Return to Private Ad Hoc Reports page link.
2. Find Issues by Location n in the report listing.

3. Click on the Share Report button.

Result: The message “The report was copied to the Public Ad Hoc folder” displays in
green at the top of the page. The report is now available to all users.

Note: Using the Share Report button will cause the Refresh on Open property to be set
for this report. This property must be set on all public reports to make sure that when a
user opens the report; the data refreshes and they are shown only data for divisions to
which they have access.

o For this example, you’ll copy the report back into your own private folder, but keep in mind
that any user could now go in to the public folder and copy this report into their private
folder.

4. On the Menu bar, select the Public folder.

5. Locate and open the Issues by Location report.
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6. The Prompts box displays. Click the Run Query button.

7. To have the report for your private use, you will move the report to your Private folder.
From the Document drop-down list, select Save As.

8. Enter the title with a new name, complete the description and click OK.
Result: The report is copied to your Private folder.

9. On the menu bar, select the Private folder and open the report.

Result: You have your own copy of the report. You can edit this copy if you want to; no
one else will be able to view or edit it.

Scenario #15: Change a column heading

You can individualize your report by changing the column headings.

To change a column heading
Let’s change the Date of Contact column heading to Contact Date.

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Verify that the formula toolbar displays. (To display the formula toolbar, select
View>Toolbars>Formula.)

v X |

3. Highlight the heading of the column you want to edit (Date of contact).

Result: The current formula displays in the text box (ex. Highlight the column heading
ROC number and you will see in the formula bar, the value =NameOf([Date of
contact])).

#3 + X [=NameOf([Date of contact])

4. The part of the formula =NameOf( ) indicates the special function used by WEBI to
return the name of an object in the universe. The value within the parenthesis is the name
of the object itself. Note that object names must be surrounded by square brackets.

Replace the current formula with the text you want to display. Replace =NameOf([Date
of contact]) with Contact Date.

#3 + X [Contact Date
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5. Click the green check mark to apply the change.

GENERAL MEDICINE

PATSPATIENT,
12/22/06 SEVEN

PATSPATIENT,
12/22/06 SEVEN

Contact Date _|patient name _ssus text _______________lssus cods and name _|

Dr. Smith made me wait for over 15 minutes
for my appoinment. She said that if | had

scheduled it in advance | would have gotten in AC02 Excessive Wait at
sooner, which | thought was totally

unreasonable. Appointment

Dr. Smith made me wait for over 15 minutes
for my appoinment. She said that if | had
scheduled it in advance | would have gotten in
sooner, which | thought was totally

unreasonable. Care

Count:

Facility for an Unscheduled

ACO06 Excessive Wait for

2

6. Click the Undo button.

7. Click the Redo button (

8. Click Save.

to the right of the Undo button).

Scenario #16: Removing a section from a report

If you create a section and later change your mind, you can remove the section. When you delete
a section, the object is still in the Available Object list. That means that you can display the data
again. You can change the design or leave it as is.

1. Verify you are in the Edit mode. (To display the Edit Query button, select

Document>Edit.)

2. Right click outside the Hospital Location section cell.

Result: The section, delimited by a dotted line, becomes gray.

3. Click Remove Section.

Result: Hospital location sections have been deleted from the report, but Hospital
location still part of the query and appears in the Available Object list.
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@ Available Objects -

S ga) Avallable Objects 110A1 - TEST Child $tn 110A1

~] Contacting entity
~1 Date of contact
7] Hospital location

7] Issue text
] Patient name
4 Institution number an Patient was unable to find parking in
Issue code and name the handicapped lot and had to wa ifficu inding
he hand d | d had Ik EV02 Difficulty Findi
Variables 12/20/06 PATSPATIENT, TEN a long ways. Parking
@ Formulas Count: 1

4. Click Save.

5. From the Document drop-down list, click Edit.

o Let’s display Hospital Locations in the main body of the report. Here is another way to add
a column.

6. Right click anywhere in the data and select Format>Table.
7. Select the Pivot tab.
8. Inthe Available Objects list, double click Hospital Location.

9.Click OK.

Hospita ocation Contact Dats Patientiame _____lssuetext ___________ssue codo anc name

Dr. Smith made me wait for over 15

minutes for my appoinment. She

said that if | had scheduled it in

advance | would have gotten in AC02 Excessive Wait at

sooner, which | thought was totally  Facility for an Unscheduled
GENERAL MEDICIN 12/22/06 PATSPATIENT, SEVEN  unreasonable. Appointment

10. Click Save.

Scenario #17: Filter based on a list (Contacting entity)

To demonstrate a filter based on a list, you’ll add Contacting Entities to our report. Then you’ll
limit the data to display only ROCs that have Congressional as a Contacting Entity.

Add data to the report
To add Contacting Entities to our report:

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)
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Click on the Edit Query button.

From the PATS Universe in the left hand pane, double-click Contacting entity to move
it into Result Objects pane.

Click Run Query to get a new copy of the report.

Click Run Query at the prompt to accept the current date range.

Result: Contacting Entity has been added to the Available Objects list.

o Let’s display Contacting Entity in our report by adding a column.

Add a field (column) to the report

You could add a column to the report and then drag the Contacting Entity object into it as you did
before, but here’s a third way to add a field to your report design.

1. Highlight the Hospital Location column.
2. Select Insert>New column>Left.
3. From the Available Objects list, drag the blue box next to Contacting Entity to any data
cell in the blank column.
4. Click OK.
Result: Contacting entity displays on the report.
(Contacting entity |Hospital location |Contact Date |Patient name Issue text Issue code ai
Patient felt that they should be given ED02 Purpos
Friend NUR 5D 12/21/06 PATSPATIENT, NINE stronger pain medication. medication
Patient was unable to find parking in
the handicapped lot and had to walk EV02 Difficuli
Patient RADIOLOGY 12/20/06 PATSPATIENT, TEN a long ways. Parking
5. Click Save.
Create the filter
To demonstrate a filter based on a list, you want to display only ROCs with Congressional
contacts.
1. Verify you are in the Edit mode. (To display the Edit Query button, select

Document>Edit.)
Click the Edit Query button.

Highlight Contacting entity, and use the >> arrow to move it into Query Filters pane.
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7.

10.

At the bottom of the Query Filters pane, make sure that In List is selected in the drop-
down list of possible query types.

Click the Filter radio button.

Click the Values button, and a new window will pop up, containing the list of available
Contacting Entities.

List of Values P
4 |Congressi0na|..Re|ative v | r @
'Congressional Congressional
Relative
@
Select the values you want to retrieve from the database and return to reporis

L OK JL Cancel J

Double-click the Congressional Contacting Entity or highlight it and use the >> arrow to
move it into the right hand pane titled Contacting Entity in List.

o You can move multiple entries (hold down the Ctrl key) into the list to filter more
than one data object.
Click OK.

Result: The filter is updated. You should see the description of the query at the top of the
query pane change to Contacting Entity in List Congressional.

Click Run Query to get a new copy of the report.

Click Run Query at the prompt to accept the current date range.

Result: The report displays only ROCs with Congressional Contacting Entity.

Contacting entity |Hospital location |Contact Date |Patient name Issue code and name

SCO01 Patient not Treated
This R.O.C. was auto-closed prior tow/Dignity and
Congressional S5WESTPSYCH  8/24/06 PATSPATIENT, NINE migration to PATS Respect/Perceived Ruden|

Count:
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11. Since only Congressional contacts display, you may want to remove the column and
change the title--Congressional Issues by Institution. Right-click in any data cell in the
Contacting entity column and select Remove>Column.

Hospital location |Contact Date Patient name Issue code and name

SCO01 Patient not Treated
This R.O.C. was auto-closed prior to w/Dignity and
5 WEST PSYCH  8/24/06 PATSPATIENT, NINE migration to PATS Respect/Perceived Rudeness
Count: 1

12. Click Save.

Scenario #18: Move captions to the left hand side of the data
(508¢c)

Let’s make one more change to the current report. By moving the captions from the top of the
columns to the left hand side, the report will be more readable to a screen reader, thus making

them more 508 compliant.

1. Verify you are in the Edit mode. (To display the Edit Query button, select
Document>Edit.)

2. Right click in any data cell and select Turn table to...

3. From the Available Formats on the right side of the dialogue box, select Form.

4. Click OK.

Result: The captions have been moved from the top of each column into the left hand side
of each column. You may need to adjust the cells in order to make them wider—
depending on the length of the text.

110 - TEST Parent Stn 110

5 WEST PSYCH

8124106

PATSPATIENT, NINE
MTMS R.O.C. was auto-closed prior to migration to PATS

SC01 Patient not Treated w/Dignity and Respect/Perceived
Issue code and name Rudeness

5. Click Save.
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Appendix C: Ad Hoc Report Totals

When you add counts to a report, such as a count of issue codes, it’s important to be sure you’re
counting the right way. For example, when counting issue codes, you usually really want to count
the distinct issue codes within ROC numbers. This appendix discusses different ways of counting,
and shows you how to control the formula that determines the way values will be counted in your
report.

Deciding how to count Issues

Here’s an example of an ROC with a complicated Issue cluster of data.

ROC Number Issue FSoS Employee Involved Hospital Location
442.200600072 SCo1 8S3 PATSemployee, One Dental

SC01 8S3 PATSemployee, One Admitting

SC02 8S3 PATSemployee, One Dental

SC02 8S3 PATSemployee, Two Admitting

SC02 8S3 PATSemployee, Three Dental
SCO02 9w PATSemployee, Three Dental
SC03 oW PATSemployee, Three Emergency Room

How do we count the Issues?

= |t could be 3 for 3 distinct issue codes
= |t could be 4 because there are 4 distinct combinations of Issue Code and FSoS

= |t could be 6 because there are 6 distinct combinations of Issue Code, FSoS, and
Employee Involved

= |t could be 7 because there are 7 distinct combinations of Issue Code, FSoS,
Employee Involved and Hospital Location

oBefore you do any calculations, you must define what constitutes a distinct issue.

How to get totals by Issue Code, Facility Service or Section,
Employee Involved, or Hospital Location

Assumption: The example below assumes that you want to count a distinct Issue Code within a
ROC just one time, even if the same Issue Code appears more than once on that ROC because
there are multiple FSoS, Employees Involved, or Hospital Locations associated with the same
Issue Code.

o If you want to count Issues in a different way, see section, Other examples of counting
Issues within an ROC below.
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Suppose the following three ROCs were entered on 10/31/2005. Below is a representation of how
the ad hoc report data is stored:

ROC Number Issue Code FSOS
442.200600022 SC01 Acute Rehab
442.200600022 SCO1 Emergency Room
442.200600022 SC02 Emergency Room
442.200600023 SCO01 Emergency Room
442.200600023 SC02 Dental
442.200600023 SC02 Acute Rehab
442.200600024 ACO1 Emergency Room

Suppose you want to count the number of Issue Codes for the Date of Contact 10/31/2005. By
default, the ad hoc reporting tool always counts distinct values, which means that each unique
Issue Code it encounters will be counted one time. That means that it would count the number of
Issue Codes above as 3, because there are 3 distinct Issue Codes, SC01, SC02 and ACOL1. But
that’s not the count you want.

You could change the ad hoc tool’s COUNT function to count all Issue Codes. But then it would
count SCO1 twice for ROC 442.200600022, and it would count SC02 twice for ROC
442.200600023. The count would be 7.

Solution: The solution is to give the ad hoc tool a way to count the distinct Issue Codes by each
ROC Number. So in the COUNT formula, you put together both the ROC Number and the Issue
Code, like this;: =COUNT(J[ROC number]|+[Issue code]).

In that way, the ad hoc reporting tool counts each occurrence of Issue Code SCO1 one time for
each new ROC number, so you get the correct count of 5, because you’re counting the following
distinct values.

442.200600022 SCo1
442.200600022 SC02
442.200600023 SC01
442.200600023 SCo02
442.200600024 ACO01

o Similarly, to get counts of Facility Service or Section, Employee Involved, or Hospital
Location, you must put together the field you are trying to count with the ROC
number field in the COUNT formula, in order to count distinct values of that field by
ROC.
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Other examples of counting Issues within an ROC

Here’s the example shown at the beginning of the Appendix.

ROC Number Issue FSoS Employee Involved Hospital Location
442.200600072 SC01 8S3 PATSemployee, One Dental

SCo1 8S3 PATSemployee, One Admitting

SC02 8S3 PATSemployee, One Dental

SC02 8S3 PATSemployee, Two Admitting

SC02 8S3 PATSemployee, Three Dental

SC02 oW PATSemployee, Three Dental

SC03 9w PATSemployee, Three Emergency Room

The formula you will use to count the Issues depends on what you want to consider as an Issue.
We previously showed you the formula for counting just distinct issue codes within an ROC.

1. Suppose you want to consider a distinct issue to be a combination of the Issue Code and
the associated Facility Service or Section. In other words, if the same issue code appears
on an ROC twice, because there are two different FSoS associated with it, then you want
to count is as 2 issues rather than 1. In the above example, that would result in a count

equal to 4.

Use the formula: =COUNT(|[ROC number]+[Issue code]+[Facility service or

section]).

2. If you want to consider a distinct issue to a combination of the Issue Code, the associated
Facility Service or Section, the Employee Involved, and the Hospital Location.

Use the formula: =COUNT([ROC number]+[Issue code]+[Facility service or
section]+[Employee Involved]+[Hospital location]).

So you must be very clear on what you’re trying to count, and you must tell the ad hoc reporting
tool exactly what you want to count in your formula.

How Weblntelligence Counts

The COUNT function is provided by Weblntelligence (WEBI) to help you displays counts of
fields in your report. The function looks like this: COUNT(...).

= Within the parenthesis, you must tell WEBI what to count.

= The object name is indicated by including square brackets around the name.

= By default, WEBI will count distinct instances of whatever you have included within the

parenthesis.

= In many cases, you will be counting issues within an ROC.
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You must decide exactly what constitutes a distinct issue to you.

= |sitjust the issue code?

= |f the same issue code appears twice on a ROC with two different FSoS, does that count
as two issue codes or one?

= How about when there are multiple employees for the same issue code, or multiple
hospital locations?

However you decide to count an issue, you must let WEBI know exactly what you want to count,
by including the name of all fields that count as an issue to you.
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508c, 87
Action Request Notification
add comment, 33
change days to respond, 30
employee response, 31
modify, 33
receive employee response, 32
send, 29
send comment to employee, 33
when closing ROC, 41
activate
comps, 97
Congressional contacts, 93
Contacting entity, 116
Facility Service or Section, 101
Hospital locations, 95
Issue category, 106
Issue codes, 108
Methods of contact, 111
Treatment status, 113
ad hoc reports, 57
508c, 87
add column, 72, 73
Between filter, 66
break footer, 77
build query, 60
cell, 60
change column heading name, 74
copy from Public folder, 89
create filters, 62
create query, 60
create section, 75
define fields, 60
delete column, 74
delete section, 78
design, 57, 70
filter definitions, 63
font size, 58
header and footer, 79
Is not null filter, 65
long text fields, 78
move objects, 61
objects, 59
page numbers, 80
panes, 59
prompt, 81
query, 57
rearrange objects, 70

refresh on open, 88
save to PC, 86
share reports, 87
sort items, 76

sort objects, 75
subtotals and totals, 84
table, 60

time out, 62

title, 79

toolbar, 60, 69
universe, 59

add

column, 72, 73

comps, 96
Congressional contacts, 92
contact information, 10
Contacting entity, 114
cover sheet, 10
Employee involved, 38
Facility Service or Section, 99
header and footer, 79
Hospital locations, 94
Issue category, 104
Issue codes, 35, 107
Issue text, 13

Methods of contact, 109
page numbers, 80
patient information, 11
prompt, 81

report title, 79
Resolution text, 97
section, 75

Treatment status, 112

administrator tasks

activate comps, 97

activate Congressional contacts, 93

activate Facility Service or Section, 101

activate Hospital locations, 95
activate Issue category, 106
activate Issue codes, 108

add comps, 96

add Congressional contacts, 92
add Facility Service or Section, 99
add Hospital locations, 94

add Issue category, 104

add Issue codes, 107

add Resolution text, 97

delete Resolution text, 99
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edit comps, 96 inactivate, 97
edit Congressional contacts, 93 Congressional contacts, 11
edit Facility Service or Section, 100 activate, 93
edit Hospital locations, 94 add, 92
edit Issue category, 105 edit, 23, 93
edit Issue codes, 108 inactivate, 93
edit Resolution text, 98 Contact information, 10
inactivate comps, 97 change, 22
inactivate Congressional contacts, 93 Contacting entity, 10
inactivate Facility Service or Section, 101 activate, 116
inactivate Hospital locations, 95 add, 114
inactivate Issue category, 106 change, 23
inactivate Issue codes, 108 change sort order, 116
Between filter, 66 edit, 116
break footer, 77 inactivate, 117
button Cover sheet, 10
History, 48 change, 22
Schedule, 48 Congressional contacts, change, 23
View Latest Instance, 48 Contacting entity, change, 23
buttons Date of contact, change, 22
Cancel, 60 Info taken by change, 23
Filter, 67 Methods of contact, change, 23
Run Query, 60 Phone/fax number, change, 23
Update Filter, 65 create filters, 62
calendar icons, 6 create ROC, 9
Cancel button, 7, 60 create section, 75
canned reports. See standard reports Date of contact, 10
cell, 60 change, 22
change date range
Contacting entity, 23 calendar icon, 6, 67
Contacting entity sort order, 116 filter, 66
cover sheet, 22 prompt, 81
Date of contact, 22 define ad hoc fields, 60
Issue category sort order, 105 delete
Methods of contact, 23 column, 74
Methods of contact sort order, 110 Employee involved, 39
name of column heading, 74 Issue codes, 37
Treatment status sort order, 113 patient, 24
Chart and Table Types, 79 Resolution text, 99
close ROC, 40 ROC, 43
ARN comments, 41 section, 78
reopen, 42 design ad hoc report, 70
columns desktop shortcut, 3
add, 72, 73 drop-down list, x
change heading name, 74 edit
delete, 74 comps, 96
rearrange, 70 Congressional contacts, 23, 93
comps Contacting entity, 23, 116
activate, 97 Date of contact, 22
add, 96 Employee involved, 37
edit, 96 Facility Service or Section, 100
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Hospital locations, 94
Info taken by, 23
Issue category, 105
Issue codes, 108
Issue Text, 25
Methods of contact, 23, 110
patient information, 23
Phone/fax number, 23
Resolution text, 98
ROC, 17
Treatment status, 113
Employee involved
add, 38
delete, 39
export
standard reports, 54
Facility Service or Section
activate, 101

add, 99

edit, 100

inactivate, 101
filters

Between, 66

commands, 63

create, 62

Is not null, 65

using calendar icon, 67
Find ROC, 18, 21
all open ROCs, 21
by date range, 19
by employee involved, 19
by information taker, 20
by patient name, 18
by ROC number, 20
your open ROCs, 21
font size, 58
footer, 79
formula toolbar, 74
header, 79
Hospital locations
activate, 95
add, 94
edit, 94
inactivate, 95
inactivate
comps, 97
Congressional contacts, 93
Contacting entity, 117
Facility Service or Section, 101
Hospital locations, 95
Issue category, 106

Issue codes, 108
Methods of contact, 111
Treatment status, 114
inactivity, 4
Info taken by, 10
change, 23
Informational notification, 25
add, 25
send, 25
view, 27
Is not null filter, 65
Issue category
activate, 106
add, 104
change sort order, 105
edit, 105
inactivate, 106
Issue codes
activate, 108
add, 35, 107
counting, 84
delete, 37
delete Employee involved, 39
edit, 37, 108
inactivate, 108

more than one employee involved, 40

select by Issue category, 35
Issue text
add, 13
change, 25
valid characters, 13, 25
keep section together, 77
login, 2
logging onto PATS, 2
Login page, viii, 2
long text fields, 78
Main page, ix
NPO, ix
maintenance
comps, 95
Congressional contacts, 92
Facility Service or Section, 99
Hospital locations, 93
Resolution text, 97
maintenance (NPO)
Contacting entity, 114
Issue category, 103
Issue codes, 106
Methods of contact, 109
overdue ROC, 117
Treatment status, 111
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menu bar, X
Methods of contact, 10
activate, 111
add, 109
cannot delete, 109
change, 23
change sort order, 110
edit, 110
inactivate, 111
move objects, 61
naming conventions, viii
drop-down list, x
menu bar, X
PATS Login page, viii
PATS Main page, ix
navigation, 7
new ROC, 9
notifications
change default days to respond, 30
employee response, 31
modify action request, 33
receive employee response, 32
send action request notification, 29
send informational notification, 25
view informational notification, 27
NPO user
activate Contacting entity, 116
activate Issue codes, 108
activate Methods of contact, 111
activate Treatment status, 113
active Issue category, 106
add Contacting entity, 114
add Issue category, 104
add Issue codes, 107
add Methods of contact, 109
add Treatment status, 112
edit Contacting entity, 116
edit Issue category, 105
edit Issue codes, 108
edit Methods of contact, 110
edit Treatment status, 113
inactivate Contacting entity, 117
inactivate Issue category, 106
inactivate Issue codes, 108
inactivate Methods of contact, 111
inactivate Treatment status, 114
objects, 59
Available objects, 72, 78
group within section, 77
move, 61
rearrange, 70

online help, 7
page numbers, 80
panes, 59
Query Filters, 60
Result Objects, 59
patient information, 11
change, 23
delete patient, 24
update, 24
Patient Lookup, 12
Patient Lookup Status Notification, 12
PATS
overview, 1
PATS Main page, ix
NPO, ix
Person Service Lookup, 11
documentation, 12
Person Service Lookup tool, 19, 24
Phone/fax number, 11
change, 23
Pivot, 71
print
standard reports, 56
prompt, 81
Ending date, 81, 83
Starting date, 81, 82
Public folder
copy reports, 89
rearrange objects, 70
Redo, 70
Refresh, 70
refresh on open, 88
reopen ROC, 42
report design
add column, 72, 73, 74
rearrange objects, 70
Report Details page, 48
Report of contact. See ROC
report query, 60
report title, 79
report toolbar, 69
ad hoc reports, 60
standard report, 53
reports. See ad hoc reports, See standard
reports
reports
schedule, 49
reports
refresh on open, 88
required fields, 6
Resolution text, 41
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add, 97
delete, 99
edit, 98
valid characters, 98
resources, X
ROC
add, 9
close, 40
delete, 43
reopen, 42
summary information, 14
ROC number, format, 14, 20
Run Query button, 60
Save as, 69
schedule reports, 49
date range, 50
employee involved, 51
Facility Service or Section, 51
patient, 51
ROC number, 52
run later, 52
run now, 52
Search for ROC
all open ROCs, 21
date range, 19
employee involved, 19
information taker, 20
patient name, 18
ROC number, 20
your open ROCs, 21
section
create, 75
delete, 78
group objects within, 77
keep together, 77
sections to read, viii
Set as section, 75
share reports, 87
shortcut, 3
sort order
change Methods of contact, 110
Contacting entity, 116
Issue category, 105
Treatment status, 113

standard reports, 45
buttons, 48
categories, 45
conventions, 46, 49
data displays on report, 49
date range parameter, 50

employee involved parameter, 51

export, 54

Facility Service or Section parameter, 51

History button, 48
menu bar, 46

patient parameter, 51
print, 56

Report Details page, 48
Reports Folder page, 46
ROC number parameter, 52
schedule, 52

schedule reports, 47, 49
selection criteria, 50
terminology, 46, 49
toolbar, 53

View Latest Instance button, 48

Summary page, 14
table, 60
time out, 4, 62
title of report, 79
title on every page, 80
toolbar
ad hoc reports, 60, 69
formula, 74
standard reports, 53

Treatment status, 11, 12, 13, 24, 111, 113

activate, 113
add, 112
change sort order, 113
edit, 113
inactivate, 114
Undo, 70
universe, 59
update patient information, 24
User Settings, 3, 4

VSSC, 109, 110, 112, 113, 114, 116

VSSC code, 109, 112, 115
wrap text, 78
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